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It’s a cinch to have tidy-looking letters 





New Royal Standards are the answer. Cost to the 
boss? Only about a penny a day when he trades 
in his old machines at 5 years instead of 10. 





Sure as you live and breathe, you’ll have the best- 
groomed letters you ever typed, clean memos, re- 
ports, and carbons. Besides, you’ll have an added 
feeling of pride, because new Royal Standards make 
work go faster, simpler, and make it more fun. 


Yes, they’re also the typewriters preferred in busi- 
ness 214 to 1 by people like you, those who type. 


From new Royals the boss will get a happier office 
family because these wonderfully rugged typewriters 
have a way of raising office morale. He’ll also own 
the finest precision writing machines ever built. 
They take less time out for repairs. 





STANDARD 
ELECTRIC 
PORTABLE 


Pa 


Roytype Business Supplies 


See how this top-notch machine performs. The Royal 
Representative will bring one around and show you. 
He’ll explain the 1-cent-a-day story, too. 


Call your Royal Representative (He's tisted in the Classified Telephone Directory) 
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How PANAMA BEAVER 
“Vision Engineering = 
combats fatigue that cuts production 


White paper on a dark desk . . . black print on white 
paper... reflected glare: these are the “optic 
ogres’’ that reduce efficiency as much as 25% in 
some offices . . . tire employees . . . slow production. 


And it costs you plenty! 


PANAMA-BEAVER eliminates the major causes of 
eye fatigue with a complete line of products which 
are ‘vision engineered" for greater efficiency. For 
example, new EYE-SAVER Uni-Masters for spirit du- 
plicating now come in soft, eye-soothing jacket color 
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MANIFOLD SUPPLIES CO., 
19 Rector Street, New York 6, N.Y. 
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tints on special no-glare paper. Typing stands out, 
never strikes back! (You still get the same brilliant 
copies in the same remarkable numbers!) 


And you'll find the same scientific “‘vision engineer- 
ing" in all PANAMA-BEAVER products, from Hypoint 
colored carbon papers to Lustra Colorful Inked Rib- 
bons that harmonize with all papers and letterheads. 


Check into PANAMA-BEAVER “vision engineering” 
before you place your next order. It will pay you 
vastly! 
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onstrate the various tricks you can do 
with stencils and show you which stencil 
is best for a particular job. 


Collector’s Dream Job 


Do you LIke to collect travel stickers 
from far-away places? Perhaps you have 
a collection of foreign stamps? Or do you 
prefer collecting autographs of the world’s 
greats? If you were Mrs. Franklin Delano 
Roosevelt’s secretary, you would be in @ 





Photographed at ‘‘The Pajama Game”’ » A Hanna Troy dress « Furs by! 
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And no wonder— electricity does 
the work— helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 
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PAX Hecto Ink 


Cleansing Cream 


is now more pleasant to use than ever. 
spring-bouquet scent, a new luscious color, 


Pax has a new delicate 
new 


breathtaking efficiency and new smoothness. 
Pax cleans hecto ink and mimeograph stains, carbon paper and 


typewriter ribbon smudges from the skin in a hurry. 
This friendly cream leaves your skin soft and smooth, 


never dry. It won’t harm the luster of your fingernail makeup... won't 












spot the clothes...not even when it’s mixed 
with the stain it’s removing. 


Try our introductory offer—send two dollars for | 


. | 
three 8 ounce tubes postage eed 


of 


+ la >. 
Course it contain no]; 


LOOK for the PAX ROOSTER 
for it’s Your Assurance of a Superior Product 


G. H. PACKWOOD MANUFACTURING CO. 
Manufacturing Chemists 
. 1551 TOWER GROVE AVE. « ST. LOUIS 10, MO. 
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marvelous position to collect 
. travel stickers, autographs, 
foreign stamps. However, Maureen Con 
who is Mrs. Roosevelt's secretary 
like to collect anything for 
though her luggage is probably covered 
with customs stickers that read like sheer 
romance writes to and 
world-famous people almost every day, 
She is a sort of remote control phila- 
telist, however. She collects foreign stamps 
for one of Mrs. 


What else 


any 


and all 


these things. . 


. dor snt 
herself, even 


and she 


meets 


grandsons 
Maureen’s interesting job en- 


Roosevelt's 





tails is told in our lead story this month, | 


which begins on page 13. 


Free Good-Grooming Film 


“THLEADS UP FOR BEAUTY’ is 
ute film with a 
self-improvement. 


a 25-min- 
theme of 
It presents many per- 
sonal pointers on beauty and good groom- 
ing through a dramatic and interesting 
screenplay. Carol Douglas, beauty con- 
sultant on hair care and all-around good 
grooming is featured in the plot. 

The film tells the story of Ann Watson 
on her wedding day. Through flash backs 
the audience learns how the Watsons, a 
typical American family, gain the poise, 
self- and confidence necessary 
to happiness and success. 

The players are well known through 
their appearances in television and mo- 
tion pictures. 

Employee 


color strong 


assurance, 


schools, churches, 
and other community organizations may 
borrow the film from Association Films 
four regional libraries—in Ridgefield, New 
Jersey (Broad at Elm), Chicago (79 East 
Adams Street), San Francisco (351 Turk 
Street ), and Dallas (1108 Jackson Street). 


groups, 


“White Collar’ Union 


AT ITS RECENT CONVENTION, the Amer- 
ican Federation of Labor chartered a 
campaign to organize “white collar” work- 
ers as union members to build up the 
AFL’s own strength. Less than two mil- 
lion out of more than 18 million office 
workers have been organized, the union 
delegates said, and this is the nation’s 
fastest growing economic group. 

“The failure of the ‘white collar’ worker 
to organize and fully mobilize his politi- 
cal and economic strength has dropped 
this type of worker to the bottom rung of 
the economic ladder,” the resolution said. 

“His weekly salary is at least 23 per 
cent less than that of his organized brother 

a sorry situation, which adversely affects 
the entire economy.” 

Will we, some day, be typing, 
Made” at the 


“Union 
bottom of our letters? 
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rk W WANT to know how secretaries feel about 
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taking dictation ...and only you can 
=) 4 - 


help us. 





| Answer a few questions for us, and we'll give 
1 g 


T- you this famous secretary’s handbook—FREE. 





a The new, 84-page, illustrated edition is now on 
the press. It will help you 1,000 ways in your 
work. Gives rules for proper punctuation, spell- 


ing, setting up letters, ete. Regular price 50c, 


on DICTAPHONE ® coreonarion 


Just fill in this coupon and mail it to get your copy of LETTER PERFECT. DICTATION HEADQUARTERS, U.S. A. 


PEER Hs 


eT 
ti- ; ®Cececeeceeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeveee eevee eeeeeeeeeeeeeeeeeeeeee ee 
of 
id. 
eT 
eT 
ts 





How do you most often take dictation ? [_] Saves time — And, finally, what do you consider a 


7 ‘ : . —, , . . secretary's most important function ? 
From dictating machines ——~~ [] Helps me organize my job______ 








By shorthand | Helps me get more done——_____ TT ED 


From dictator’s longhand ——— [] More convenient for taking dictation ae een — 
on 


Direct dictation to tvpewriter —— [ } Something a oe 1 ae ee ee ee ee aac 


SONS GERCT WEY dni : . ————“— 
If vou haven’t used one, why not? Please = 
Thanks! 


. : solmment. 
Have you ¢veT used a dic tating mac hine? . —_ 


Dix taphone Corporation, Dept. TS-114 














\ — SD . , , . 
420 Lexington Ave., N. Y. 17, N. Y. 4 
) 7 No _— —E — Se ae ee ee ae ee 
, If you have, tell us what make. How long have you been a secretary ? My name ———_—___—_—__——— = 
1 | 
[] Less than two years —— My firm ——— = ie 
$ — 
. . . Three - five years - ——— i / es 
What do you think is the one most im- O : Address 7 , 
portant advantage of a dictating machine ? [} Over five years — —— picts - ' " 
é I 
— SCeoeececeeeeeeeeeeeeeeeeeeeevneoeoeeeeoeoeoeeoeneeeeneneeeae0eee0ee0e0e0e0ee0eee0ne0e0oeee0eoc ©000006068 ' 
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office pet—the new Morris 
SAFE-T-SET with our exclusive 


safety feature, 1s “house-broken!” Tip 
it... tilt it turn it upside down. 
It won't spill. It won't leak. Jt’s Pud- 
dle-Proof!—can’t soil clothing. The 
SAFE-T-SET well to fll— 
holds many months supply of ink. 


IS Casy 


Choose the color and Morris hard-tip 
pen point you like most. The new 
puddle-proof SAFE-T-SET is manu- 
tactured by the foremost name in the 
held of matched desk-top equipment 
—Morris. See your stationer or office 


supplier today. 


The leading makers of desk top equipment. 


BERT M. \forRiS Co. 


8651 WEST THIRD STREET, L.A. 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 


















ESSIE: There are times when I wish 
T were an expert; it would be nice 
to know tha& much about anything. 
But then, there are times I'm glad I’m 
Some of the questions our experts 
receive would test the wisdom of a Solo- 
mon. For Mrs. first 
question is like that. 
\ young lady whose boss he ads l mail- 
order writes, “In our office, it is 
otten necessary to write prospective 


not. 


instance, Strony’s 


house 
Cus- 
tomers (women) who have simply signed 
their letters with their first and last names. 
There’s no wav of knowing whether they 
should be addre ssed as Miss oO! Mrs. 
“My boss is an old-timer in direct mail 
and he Says, “When Mrs.’ 
I think we should address a woman as 


Miss when in doubt. Which is preterred?” 


In doubt, use 


Strony (secretarial practice The Na- 
tional Office Management Association 
(NOMA advoc ates the use of Ms when 
you do not know whether to address a 
woman as Miss or Mrs. More and more 
secretaries are using this form when 


marital 
The members of the 


sending letters to women whose 


status is unknown. 


National Secretaries Association follow 
this form, too. You might suggest this 
idea to your boss. Miss has, however, 


been the 


usage in Suc h Cases, 


customary 





@ Tessie: Doctor Rowe, 
this young man? He says, “I am hoping 
to change positions, but I am afraid my 
typing skill has dropped considerably. 
What would you suggest as a ten- or fif- 
teen-minute-a-day program for getting 
my speed back up to the 65 that I used 
to enjoy?” 

Rowe (typing): A sure way to regain 
or to increase one’s typing speed while 
on the job is to set aside 15 to 20 min- 
utes a day for intensive practice on 
typewriting drills and straight-copy ma- 
terial. 

It is very important to practice daily. 
Discipline yourself to a regular period 
of practice and let nothing interfere with 
your schedule. It is so easy to permit a 
day to slip by occasionally without prac- 
tice. Of course, this practice period should 
be undertaken regular office 
hours. Arrive 15 minutes early or return 
from lunch in time for practice before 
the afternoon’s assignments; and practice 
even after the day’s activities are over. 


outside 
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Can you help . 





Asks The 


Naturally, if there is a lull in your regu- 
lar office duties, you could busy yourself 
with practice. 

Material 


and aecuracy drill book will serve your 


trom any typewriting speed 


The 


are sugcgdc sted: 


purpose. following daily activities 
1. Take one to two minutes for warm- 

up drills, such as the Expert’s Rhythm 

Drill and the Adjacent-Letter Drill. 


2. Use two to three minutes on easy 
acceleration speed sentences, such as, 
“Now is the time for all good men, 
etc. . 

3}. Use another two to three minutes 


on alphabetic sentences, to establish ac- 
curacy and control. 


$4. The remaining time should be used 
on straight-copy material. 

Most typing texts provide an abun- 
dance of straight-copy material. If such 


might ask 
your Personnel Department for copies of 


a text is not available, vou 
the speed tests given to new employees 
If neither ot thes some typ- 


ists have gained remarkable speeds by 


IS available ; 


practicing and timing themselves on edi- 
torials from the daily newspaper. 

4 good plan to follow: is to s¢ lect the 
difficult words and phrases from the tests 
or editorials and each word or 
phrase three to five times until it can be 
typed accurately and rapidly. Then, time 
yourself. Do not change the copy mate- 


rial until you have inc reased your speed 


practice 


with a high 
Repetitive 
times) is 


at least two words a minute 
degree ot 


(three or 


typing 
better 


something 


accuracy.- 
tour 
than individual 
new each day. 

Many a typist has greatly 
his speed by rigidly following a regula 
daily 
may be developed by consistent practice 
as outlined here. 


much 
writings on 


improv ed 


practice period. Unusual speeds 





@ TESSIE: one of our 


Doctor Hanna, 
readers received an invoice dated July 5 


that had terms of 2/10, n/30. She wrote 
a check in payment of the 
July 15—the end of the discount period— 
and mailed it on that same day. The 
check was returned to her, however, with 
a letter saying that the discount period 
had expired and that her company was 
not entitled to the discount. She cant 
understand this. Can you help her? 


invoice on 


offic 


“My 
whe 
It fe 
dict 
ble. 
hots 
bec 
be 
l of 
Can 
Z 
Sie, 
mu 
Cur, 





Questions on 


Business English 
Secretarial Practice 
Business Law 
Bookkeeping 
Experts Typewriting 
‘ Business Arithmetic 
Shorthand 





llanna (bookkeeping): The terms 2/10, 
) mean that a 2 per cent discount 
b deducted provided payment is 
ved within ten days. Unless this par- 


lar check arrived at its destination 


same day it was mailed, the company 
not receive it within the discount 
riod and was therefore within its rights 
returning the check. It is good prac- 
tice always to writ ind mail checks a 
sufficient number of davs before the ex- 
ration of a discount period to insure 
livery within the -period 


— 
wa 


Coy 


@ Tessie: Miss Hutchinson, is it incor- 
rect to use two titles, such as Mr. and 
Vice-President, in the same line? 

Hurcuinson (business English): Per- 
sonal titles confuse many transcribers. 
The various rules are as follows: 

1. Use a title before the name of every 
person to whom you write. If he has no 
special title, such as Professor, Doctor, 

US¢ Vi 

2, Do not, however, use two titles 

eaning the same thing, one before and 
ne after the name. (“Dr. Henry Brown, 
Ph.D.” is incorrect because both Dr. and 
the D. in Ph.D. mean “doctor.” ) 

3. In letters to businessmen and_ to 

utives of organizations, include if pos- 
sible the business or executive title that 
shows the person’s official connection 
with the firm or organization; thus: 

Mr. Henry Brown, Vice-President 

Blank Manufacturing Company 

Addr« SS 

Such titles are descriptive and are use- 
ful in assuring that the letter will receive 
ficial attention. 


® Tessie: Mr. Zoubck, a reader writes, 
~My shorthand is very accurate and pretty 
Vhen | copy it trom the textbook or use 
t for personal notes. As soon as I take 
dictation, though, I have run into trou- 
ble. Because I do not write such accurate 
hotes during dictation, it worries me and I 
become frightened thinking that I will not 
b able to read them. The result is that 
l often miss some of the dictation. What 
can I do?” 

Zousek (shorthand): The answer, Tes- 
Sle, is that this reader has attached too 
much importance to absolute outline ac- 
curacy, with the result she does not “let 





EXCLUSIVE “HINGE-TOP’” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Eagle-A’s handy “Hinge-Top” Box keeps these superior typewriter 
papers fresh and clean ... lets you slide out the sheets you need. The 
“Hinge-Top” Box is another big extra feature you enjoy when you use 
Eagle-A Boxed Typewriter Papers. Always ask your stationer for 
these fine papers... available in letter and legal sizes, plain and 
ruled — for all your office needs! 


**Hinge-Top"’ Box with these Eagle-A Papers: 


100% RAG EXTRA No, 1: Coupon Bond 25% RAG CONTENT: Trojan Bond, 


Trojan Onion Skin, Trojan MS. Cover 
100% RAG: Coupon Onion Skin, 
Agawam Bond, Agawam Onion Skin SULPHITE PAPERS: Quality Bond, 


Quality Onion Skin, Quality Manifold 
75°% RAG CONTENT: Contract Bond 


TYPE-ERASE PAPERS: Type-Erase Bond, 


50% RAG CONTENT: Acceptance Bond Type-Erase Onion Skin 
| ae: MAIL THIS COUPON TODAY 
/}} f fff American Writing Paper Corporation 
[ (~~ }] Holyoke, Mass., Dept. TS 
. “aaae) Send your FREE Letter Placement Guide: | 
. NAME eee eee eee eee eee eee eee eee ere eee 

Letter Placement Guide i - 
for secretaries, students. Slips into ADDRESS ..nccccccccccccccccvccsccocs ° 


your typewriter underneath letter- 
heads...helps you set correct ' Goi e 6 ocsnenenccdeeccece GIATE. co ccccces 


i lett fect STUDENTS: fil! in home address. 
margins and conter tellers pertecny. TEACHERS: write on your school letterhead. 
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her notes go” when the stress of dicta- 
tion requires it. In taking dictation, her 
primary concern should be to get some- 
thing down for everything that is dic- 
tated, whether she writes the best pos- 
sible outlines or not. She will be surprised 
how often she will be able to read poorly 
written outlines with the he Ip of memory 
and context. 

In taking dictation, she should strive 
to write the best shorthand she can at 
the speed that she is writing. When the 
speed is we I] within he r reac h her notes 
will be quite accurate and readable. The 
laster “~ dictation, the less accurate hei RITE-LINE COPYHOLDER 
notes will be. However, she must make 
| an effort to write something for every- 
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easily get Her notes on this dictation tape to 20 inches. 
will be quite accurate. ) 
2. Have her dictator repeat the same [ 4" 
material three or four additional times, 
increasing the speed with each dictation. - 
She should strive to get something down EYEGUIDE CONTRACTED 
for everything, even though some of the 
outlines she writes may not be complete- 20" 
lv legible = ' J 
By practicing in this way, this reader Sere ar tse 
will soon develop confidence in her abili EVRGUIDE EXTENDED 
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@ Tessie: Here is a reader, Doctor 
Rosenberg, who says that her boss asked 
a friend to sell some of his office furni- 
ture for him for $100 while her boss was 
away on a trip. This secretary discov- 
cred, however, that her boss’s friend sold MODEL 70 
the furniture for $150 but gave her boss $195.00 
only $100. She would like to know if this | apes 








supposed friend is re ally entitled to the 
$50? 

RosenBerG (business law): No, he is 
not entitled to the $50. Here 1s the legal 
ruling: If an agent secures a price great- 
er than that authorized by the principal, 
the benefit accrues to the principal, not 
to the agent. 
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that those who did not do so well on pro- 
duction in high school cannot meet office automatic electric duplicating . gives you 
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.. Bhd youll give your bogs the 
best-typed /ettere he ever signed / 


You'll be delighted with the beautiful quality of 
work this Underwood Electric will give you... its 
light, easy typing, minimum fatigue, and sharp, 
clear carbon copies. 

Simply ask your nearest Underwood Office (in 
Classified Directory) to send one over for you to try 
on yous own work, It puts you under no obligation 


whatever. Phone... now! 


Underwood Corporation 
Typewriters . .. Adding Machines .. . Accounting Machines 
Carbon Paper ... Ribbons . . . Punched Card Equipment 

Electronic Computers 
One Park Avenue Underwood Limited, 
New York 16,N. Y. Toronto 1, Canada 
Sales and Service Everywhere 








You are also invited to try our standard office type- 
writer... .the new Underwood 150. You'll appreciate 
the wide choice of type styles, the Triple Touch 
Tuning, New Diamond Set Margins and other 


important features. a 


UNDERWOOD 
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Underwood Electric 


Made by the Typewriter Leader of the World 
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QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it tao — it 
saves him time and money. Yes- 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need tor a 
multitude of satisfied customers. 
There’s no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 


easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 


ro!l form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 


rections, 


Rolls of Kurm-Kleen Correction 
Tape, ready for use in a handy 
Kum-kKleen tape dispenser, are 

boxed in 1/6”, 2/6” 


~~ Y-/oOn ° 
and 5/6” widths. 






My Name 








PRY 


sat 
1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 


LAID ON with a finger-touch. 


e 





2. TYPE ON with a 
using the same carbon. No need to 
remove the master from the type- 


light touch, 


writer... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


eee eee 


| AVERY ADHESIVE LABEL CORP. DIV. 152 


117 Liberty St., New York 6 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 


608 S. Dearborn St., Chicago 5 
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THE CASE OF 
THE ROOM 20 
CLIQUE 





BY MADELINE S. STRONY 


\ R. BRONSON, the personnel assistant, was an- 
1 noyed! This was the third girl in less than six 
weeks who had asked for a transfer from Room 20. Her 
reasons were much the same as those of the other girls: 
“I’m not happy in this department. I don’t know what 
I'm doing, and no one is interested in showing me. I'd 
rather quit than stay in Room 20!” 

Mr. Bronson felt that he had heard a great deal too 
much lately about Room 20 and the Room 20 Clique. 
He was aware that cliques existed in every organiza- 
tion, but some didn't affect production or the morale of 
other workers. The Room 20 Clique was going too far 
when no new employee would stay. It was about time 
he had a talk with some of the people down there. 
SALLY 


ANDREWS WAS rHE LEADER of the 


Room 20 Clique, so she was called to the personnel of- 


CONSIDERED 


fice. And because she was fairly certain she knew why 
she had been called, she was immediately on the de- 
fensive. When Mr. Bronson used the world “clique,” 
she bristled. “We are not a clique,” she told him indig- 
nantly. “We do our work as a team, and we do it well.” 
She intimated that she felt Personnel had done a poor 
job in picking new girls to work in Room 20—they just 
didn't seem to fit. She continued, “We can't work sepa- 
rately because the work that one does is dependent on 
that of the others. When we first organized the depart- 
ment in Room 20, you told me how important it was 
that we work as a team!” 

Mr. Bronson tried to explain the difference between 
a team and a clique, but Sally couldn't see it. The only 
thing she could see was that management looked on a 
clique with disapproval, while a team was approved. 
And now they were calling her team a clique. She 
couldn't help it if the new girls just weren't the sort 
that would fit in. 


FINALLY, MR. BRONSON POINTED OUT to Sally that, while 
she had many qualities of leadership, being a member 
of a clique lessened her chances of advancement. 
When Sally realized that he was trying to help her, 
she dropped her defensive attitude and tried to under- 
stand his advice. 


(Could you have explained to Sally the difference between 
a team and a clique? How can she avoid cliques in future? 
Compare your suggestions with those of Mr. Bronson, which 


appear on page 48) 
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Passport to Palaces 


Vaureen Corr has one because she is personal secretary to Mrs. Franklin D. Roosevelt 


N AUREEN CORR'S secretarial job has taken her 

twice around the world. She has visited fasci- 
nating places both far and near that the average secre- 
tary never dreams of seeing. She has been a guest in 
fabulous Indian palaces, in Yugoslavian Premier Tito's 
summer retreat, and at Mrs. Franklin D. Roosevelt's 
home at Hyde Park. The latter, though perhaps tre- 
mendously exciting for any other secretary, is not 
the least bit unusual for Maureen Corr because this 
poised, attractive brunette is private secretary to Mrs. 
Roosevelt. 

As former delegate to the United Nations, world 
traveler, lecturer, author, and newspaper columnist, 
Mrs. Roosevelt leads a terrifically busy life. Maureen 


has been the professional helpmate and frequent com- 
panion of this outstanding figure of our times for four 
exciting years. 

In those years, Maureen has traveled many thou- 
sands of miles, both abroad and in the United States. 
When we interviewed her, she had just returned from 
Canada. “And soon we'll be off to California,” Maureen 
told us. “If Mrs. Roosevelt isn’t lecturing somewhere, 
she’s traveling to hunt up material for a new book or 
a magazine article. We're on the go quite a bit.” 

In 1952 Maureen was taking notes on the new de- 
velopments in India, Pakistan, Israel, and several of 
the Arab countries. The result of this trip was Mrs. 
Roosevelt’s book. India and the Awakening East, 
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Although Mrs. Roosevelt recently celebrated het 
seventieth birthday, she still maintains a terrific 
pace. After a quick look through the mail with 
Maureen, Mrs. Roosevelt is off to the AAUN. 


Time out for a good scratch for Tamas, who is the 
grandson of Fala. He and Mr. Duffy, the other Roose- 
velt Scottie, love to keep Maureen from her work. 


which was published the following year. Take a peek 
at that book, and you'll see a slim, dark-haired young 
woman pictured with Mrs. Roosevelt and various 
world leaders. That’s Maureen Corr! Read that book, 
and youll find constant references by Mrs. Roosevelt 
to this modest, efficient, Irish-born secretary who is 
diplomat, spokesman, and loyal aide all rolled up into 
one. 
“In India, we were house guests of Prime Minister 
Nehru and Madame Pandit and many other people,” 
Maureen told us in her delightfully crisp accent. 
“Wherever we went, we were treated royally. There 
were official teas, lavish state banquets, and many 
official ceremonies. But we also had time to do plenty 
of sightseeing, to visit housing projects, slums, shops— 
everywhere the ‘people’ were to be found. And wher- 
ever Mrs. Roosevelt went, I went, too. She’s a won- 
derful person! Always insists you go everywhere, see 
everything in a place you've never been before.” 
“What did you like best about that trip?” we asked. 


Maureen is such a speedy typist that when Mrs. Roosevelt 
dictates her newspaper columns. Maureen will often take 
them directly on the typewriter. This saves time by giving 
Mrs. Roosevelt an immediate rough draft to work from, 


“My greatest thrill was seeing the Taj Mahal.” 
Maureen glowed. “It’s breathtakingly beautiful. Ive 
never seen anything so marvelous! But aside from 
that, it was fascinating to meet so many different, vet 
wonderful, people and to see how they lived. 

“You know, though, the bane of my existence was 
the servants. 'm a very quick, self-sufficient person. 
In India, for instance, you could hardly lift a finger. 
The servants would want to unpack my clothes and 
put everything in drawers—and the mad hunt I'd have 
trying to find something that matched in the fifteen 
minutes I had to bathe and dress for dinner! Why, 
I even had a servant stationed outside my door to 
hand me things the other servants brought! They en- 
joyed doing things for us and wanted to make us 
comfortable, but Im used to working so much faster 
myself that I had to watch my step or I'd be hurt- 
ing someone's feelings. 

“Mrs. Roosevelt is wonderful to travel with. She 
wants to see everything. When we had a three-hour 
layover in Istanbul, Turkey, she refused the official's 
offer to take us to a hotel to rest up (we'd had only 
brief catnaps for the past two days), for she and I 
wanted very much to see the city and some of its 
beautiful mosques. Who knows if we ever would have 
had a chance to see Istanbul again! 

“Another reason that these trips are so enjoyable 
is that Mrs. Roosevelt is such a good sport. Nothing 
bothers her. I've never seen her angry or tempera- 
mental. And she has a remarkable knack for coping 
with any situation. There have been times when we 
had been traveling for long periods and I knew she 
was exhausted. Yet, when we arrived at the airport, 
she was all smiles and graciousness for the officials who 
met us. One of the times she made her biggest hit, 
she arrived at the airport with a big run in her stock- 


14 TODAY’S SECRETARY @ November, 1954 








Ae Aa at tem ees he 


orn ate es 











Sot MORES pa 





aoe tee oo 








Elephant rides in India—just one 
of the wonderful memories Maureen 


has of her secretarial travels. 





\ rainy visit to a Japanese temple 
but the rain clouded none of the 
beauty for Maureen and her party. 


Mrs. 


sulted from this visit to Brioni, Tito’s island retreat. Here 


Look 


> > 
Roosevelt s recent 


he is seated between Mrs. Roosevelt 


informal luncheon in his hunting lodge. 


article on 


and Maureen 








Marshal Tito 
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magazine, though in this case it’s research for one of the columns. 
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ing, her dress rumpled from traveling, and her hair 
windblown. We were whisked off to an official recep- 
tion without a moment to clean up, but everyone ap- 
preciated the fact that Mrs, Roosevelt cared more 
about meeting them than taking time out to primp up. 

“That's the way Mrs. Roosevelt is—she always has 
time for someone else; she always has time to be kind. 
Miss Thompson, her former secretary, used to say that 
Mrs. Roosevelt would give all sorts of time for others 
yet she would shop for a hat for herself in the moments 
between the red and the green light.” 

“On these trips, was most of your time spent sight- 
seeing and visiting?” we wanted to know. 
“Goodness, no!” Maureen smiled, “I had plenty of 
work to keep me busy. All Mrs. Roosevelt's mail was 
forwarded to her, and much of it had to be answered 
on the spot. Then there were countless thank-you 
letters made. I'll 


never forget the shock I got the night before we were 


to write and arrangements to be 
leaving Japan—Mrs. Roosevelt was presented with a 
gigantic 12 x 6-foot painting. What do you do with 
something like that? You can’t just cram it into a suit 
case! It was beautiful, and Mrs. Roosevelt loved it; but 
| had to hustle around to make sure that it would be 
packed carefully and would meet all the shipping and 
customs regulations. 

“Each day we also worked on the book or article 
Mrs. Roosevelt was planning. And, of course, there 
were always her daily newspaper columns to prepare 
and her monthly McCall's magazine article, “If You 
Ask Me.” In addition, we kept a diary for the Inter- 
cultural Exchange Committee at Columbia University, 
sending back six- to seven-page articles every day or 
so. I had plenty to keep me (Continued on page 52) 
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TESSLE 





Thanks to Don Porter, our secretarial 
shortage may soon be over! Girls enter 
the field hoping for a boss like him. 


. 


IVEN A FEW MORE DAYS like this one, I'll re- 

member to write in my diary again. For today I 
met Don Porter, who plays Peter Sands to Ann Soth- 
ern’s Susie McNamara on the rollicking TV show, 
“Private Secretary.” 

When we heard that we were to meet Don Porter 
this afternoon, a wail went up from every girl in the of- 
fice: “Look how I’m dressed!” But Don Porter is so 
much the sort of man you'd like for a next door neigh- 
bor that we soon forgot he’s used to looking at Ann 
Sothern. 

I think all the girls were as surprised as I to learn 
that the man who keeps Susie McNamara in line has 
no secretary. Although he acts as his own business 
manager—“it’s the only way to keep track of every- 
thing’—he doesn’t feel that he needs an office; so, no 
private secretary. When necessary, he uses the services 
of a public stenographer with an office near his home. 
( Now there’s a career to consider; public stenographers 
meet such interesting people! ) 


IF YOU MET DON PORTER on the street, you'd immediate- 
ly recognize Peter Sands. He’s just as crisply attractive in 
person as he is on the show. As you may have guessed, 
he’s sandy blond with dark eyes. He has the light, 


MEETS AMERICA’ 


It’s amazing how news travels! Girls from all thirty-two floors of the building 
found their way to the offices of Topay’s SECRETARY to get a peek at the man who 
plays Peter Sands on the TV show, “Private Secretary” 


and to get autographs, too. 


healthy tan of a man who likes the outdoors and gets 
his tan naturally. 

We recalled from an article in the June issue of To- 
pAY Ss SECRETARY that Don Porter hasn't always been an 
actor. So we asked him about this. “Oh, yes,” he said, 


_“T’ve worked at all kinds of jobs—in a bank, a filling 


station, offices. I've even been a traveling salesman, 
selling beauty supplies. (That’s when I learned about 
women!) 

“I suppose you know I went to work at 15—lied 
about my age because I had to support my mother—I 
said I was 17 and got a job as a messenger in a bank. 
By the time I was actually 17, I was a teller. 

“When I was 19, I heard about a job open for an 
accountant. I got the job; it was tremendous! I knew 
almost as little about it as my secretary did. We some- 
times worked past midnight to find the right places 
for the day’s entries. Fortunately, the whole accounting 
system was in a mess when we started working on it. 
By the time we got the system straightened out, the 
company was so greatly impressed with our hard work 
and the long hours we'd put in that they gave us a 
bonus. I guess they never did find out how little we 
knew—they'e still using our ‘simplified’ accounting 
system today!” 
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Picture of an expert with a question. Charles E. Zou- 
bek, our shorthand expert. asks Don Porter to tell him 
where he can find a secretary like Ann Sothern. 


MAYBE IT WASN'T VERY POLITE OF ME, but Don Porter 
just didn’t sound like a man who quit school early; 
so | asked him how he felt about formal education— 
did he think it was important? He set me straight 
immediately. 

“Tessie, nobody can fake an education, and it didn't 
take me long to find out how little I knew. I finished 
high school at night, and I’ve been studying ever since. 
When I was in the Service (ten years in the National 
Guard and three and a half years of World War II 
action), I took a number of college correspondence 
courses; and I suppose you know I’m now taking a 
law course by correspondence.” 

“Yes, it was mentioned in our June issue,” I said. 
“Are you almost finished with it?” 

“No, I'm right in the middle of my examinations on 
Contracts, and they're tough! But I expect the course 
will help me a great deal because, as I told you, I act 
as my own business manager.” 

“Have you ever taken courses in typing and short- 
hand?” I asked. 

“I haven't,” he said, “but I wish I had. I have my 
own hunt-'n’-peck system of typing, though.” And, for 
our edification, he demonstrated his “system” on one 
of our typewriters. 


“My step-daughter, Melissa Converse, takes typing 
in high school. She's fifteen. I want Skip (Don, Jr.) to 
take typing when he’s old enough. He’s my ten-year- 
old son. Right now he’s busy working out for a quarter- 
back spot at Stanford.” 

It’s obvious that Peter Sands in “Private Secretary” 
thinks as much of his marvelous and amusing secretary 
as he does his right arm. And Don Porter, the ex-office 
manager, agrees that a good secretary is a gem indeed. 
We asked him about the type of girls he hired when 
he was office manager. He said, “There’s no one ‘type.’ 
I always looked for girls with quick minds and skill 
for the job—but the kind of skill depended on the job. 


Receptionists should be able to meet people easily . . . 
a file clerk should enjoy detail work. A good secretary 
has these qualities and more ; . . but her basic short- 


hand and typing skills are very important.” 

We asked if this meant he thinks skill is more im- 
portant than personality and attractiveness. 

“All the girls I hired,” he said, “had to be clean and 
neat and have the kind of attractiveness that springs 
from a good disposition. But, no matter how pretty 
and charming a young lady might be, I'd hire her only 


. if her skills were up to par. After all, most girls are 


good looking today.” 


WHILE SPEAKING OF SKILL, Mr. Porter volunteered 
that he had noted that secretarial skill is an excellent 
jumping-off place for almost any career a young per- 
son might want. That brought the conversation around 
to working wives. And, to put it mildly, Don Porter 
thinks working wives are fabulous people. 

“My own wife works,” he said. “She’s Peggy Con- 
verse, the actress. Many of my friends’ wives work, too 

. a number of them are top-flight Hollywood secre- 
taries. Women do a marvelous job today combining 
careers and marriage. Often I’ve sat down to a deli- 
cious meal at someone’s home and been amazed to 
learn that my hostess arrived home from work only 
an hour before.” 

Then, becoming more practical, Don Porter added, 
“Of course, a modern kitchen helps. In the last three 
years our kitchen has been completely done over with 
all the latest timesaving devices; we do our own cook- 
ing. I think I’m going to have to take a correspondence 
course in electrical engineering soon to keep up with 
our new kitchen!” 


WE GOT MR. PORTER OUT OF THE KITCHEN and back into 
television by asking if he gets many fan letters from 
secretaries. He said he did—and from their bosses, too. 
The secretaries ask, “Where can I find a boss like you?” 

“They mean a boss like Peter Sands,” he explained. 
(After meeting Don Porter we aren't so sure.) “Of 
course, Peter Sands is a composite of a number of 
actors’ agents I’ve known. One boss said his secretary 
was comparing him to Peter Sands and, for goodness’ 
sake, not to take Susie to dinner. Then another wrote 
that his secretary said he looked like Peter Sands 


and was even beginning to (Continued on page 50) 
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BY JOHN P. WHITCOMB 


Are You Annoying? 


You had better refuse to answer—on the grounds that you 


VER HEAR of the “Lunch-Hour Bandit”? The 

reason for his amazing success (he robbed nine 
banks!) was not that he generally struck during the 
lunch-hour rush but that he was a respected business- 
man, the last person anyone in his community would 
suspect of robbing banks. After his capture, one of the 
many interesting things revealed was that this modern 
Jesse James had been deeply shocked some time 
earlier when one of his employees had stolen a large 
sum of money from him. The “Lunch-Hour Bandit” 
could not abide dishonesty in others. 

Have you ever. noticed this incensistency in people 
you know? How often have you heard someone say, 
“She's a fine one to talk; she does the same thing her- 
self"? It’s true that we can deceive ourselves. Psychol- 
ogists know that the unpleasant traits we possess, and 
perhaps subconsciously feel guilty about, are frequent- 
ly the ones we most dislike in others. For example, 
the fellow who is the first to point out laziness in 
others is probably too lazy to push his own way 
through a revolving door. 

It would seem that anyone could discover his own 
faults by merely using a little self-analysis. You might 
think that all you have to do is to make a list of your 
pet peeves—the traits you dislike most in others—and 
ask yourself this question: Do I have any of these traits? 

But (and this is the big but) there’s one obvious 
defect in this method. We’ve just seen how easy it is 
to deceive ourselves. No one can help having a little 
of the “I love me” complex. You might be the last per- 
son in the world to recognize one of your own person- 
ality traits as undesirable. It’s human nature to defend 
your own actions. 

So, it just isn’t good sense to rely only on your own 
estimate of your personality. After all, you want to be 
liked by your family, your friends, and the people you 
meet every day. Naturally, you must take their opin- 
ions into account. 

To help you discover any personality traits that may 
be annoying to-others, we have compiled a list of the 
undesirable traits most often mentioned. This list is 
the resn]t of a research study that questioned people 
about their likes and dislikes. 

Before getting anyone else’s opinion about your 





may be least qualified to judge| 


personality, study the list carefully to see how many 
of these annoying habits you think you may have 
acquired. Take a separate sheet of paper for your 
answers so that you can use this question list again 
when you ask others to rate you. Let your answers be 
“Yes,” “No,” or “Sometimes.” Answer “Sometimes” 
when you aren't sure just how the particular item ap- 
plies to you. If you feel like being really tough with 
yourself, you might try to imagine how your worst 
enemy would rate you. That hurts, but it does give 
you the picture at its blackest, and youll want to 
improve—quickly. 

Let this rating sheet be your own deep, dark 
secret. When you have found out how others size you 
up, you can compare their ratings with yours. This will 
show you whether or not you have any blind spots- 
any habits that you are not aware are annoying. 

By now, we should have you convinced that you 
ought to find out what others think of your person- 
ality. But perhaps you're hesitant. Let’s admit it’s not 
always pleasant to invite criticism. It takes courage. 
The more courage you feel it requires, however, the 
more you probably need to do it. But once you break 
the ice, you almost always find that people are more 
than willing to help you. In fact, they may even 
reciprocate and ask you to rate them. 

Get the opinions of several people—the more, the 
merrier. Ask your sister or brother, a friend, and an 
older person who knows you well—one of your former 
teachers, perhaps, or a favorite uncle. Give each of 
them a tally sheet so that you can use the question 
page over again. In addition to providing the “Yes, 
“No,” and “Sometimes” columns, be sure to allow 
space for additional comments. For example, if Num- 
ber 19 (annoying mannerisms) is checked “Yes,” it 
wouldn't help you much. If there is also a comment 
such as, “Always beats me to the last piece of crumb 
cake on the office coffee truck,” you have something 
definite to work on. Or if Number 18 (always borrow- 
ing things and not returning them) is checked “Yes, 
with the comment, “Where is my umbrella?” you know 
what to do about it. Encourage the person who rates 
you to be completely honest, even brutally frank. You 
won't get anywhere if you glower at him or you use 
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Use a separate sheet of paper te test yourself, answering either ““Yes.”” “Neo.” or ““Seme- 


times.” Then take this list to some of your friends and have them rate you. Maybe you're 


less annoying than you think you are but, then again, maybe you're not. 


Y N Ss 








2. Am I sarcastic? 





3. Do I show off my knowledge? 





4. Am I undependable? 








6. Am I too bossy? 























13. Do I talk too much? 





14. Am I too grouchy or moody? 
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17. Am I too lazy ? 















































an “I just dare you to say anything nasty” attitude. 

Perhaps you prefer anonymous criticism, This is 
often best, because the person rating you is apt to open 
up more. You might give the list to a friend and have 
her ask someone else to rate you. Of course, your friend 
should not reveal this person’s name, so that you won't 
know who the mystery rater is. 

If you are in a class, a club, or an office, anonymous 
Criticism is easy. Get together in a group of about four 
or five and form a sort of analysis pool. You can rate 
each other, Each member of the pool should make up 
as many tally sheets as there are other members. Each 


1. Do I make fun of others behind their backs? 


5. Am I unpleasant to people who displease me? 


Do I talk too much about my personal troubles? 
8. Do I laugh at the mistakes of others? 

9. Am I inclined to find fault easily? 

10. Do I always try to get my own way? 

11. Do I lose my temper too often? 


12. Do I frequently argue just for the sake of argument? 


15. Do I pry into other people’s business too much? 


16. Am | a boring conversationalist? 


18. Am | always borrowing things and not returning them? 
19. Do I have annoying mannerisms? 

20. Am I apt to give the impression that I feel superior to others? 
21. Do I tend to exaggerate too much? 

22. Do I always try to top the other fellow’s story with something I did? 
23. Am I sloppy in my dress or my personal appearance? 
24. Am I inclined to spread gossip? 


5. Am I apt to be suspicious of others’ intentions? 














tally sheet should bear the owner’s name. After the 
sheets are rated by everyone, put them in a pile and 
mix them up before returning them to their owners. 
This way you will get several opinions without know- 
ing exactly who they came from. 

You will no doubt be amazed at some of the ratings 
you will receive. This may be the most revealing ex- 
perience of your life. Frequently we are completely 
unaware of the impression we make on others because, 
in our usual social relations, no one tells us things that 
may hurt our feelings. Sometimes it’s better to get our 


feelings hurt than to go on (Continued on page 54) 
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to your dictator 








Are you a FIDGETER? 


ID WE THINK we were lucky when we hired 
Lucy! Here was a girl who had a 140-word short- 
hand certificate and a 70-word typing award. Surely 
she could handle any dictation that was given at Hark- 
ins’. 

Her tour of duty in the pool was short because we 
needed a secretary for Mr. Avery, one of our old guard 
executives who did some of our most important plan- 
ning. All of us who knew him had a very real affection 
for this careful, thoughtful, rather slow-moving old 
gentleman; and I was pleased that Lucy was to have 
an opportunity to work for such a fine man. 

A few weeks later, when Mr. Avery dropped into 
my office to ask that Lucy be transferred, I knew that 
he must have good reason for his request. I’ve been 
secretarial consultant at Harkins’ long enough to know 
he rarely makes an adverse comment about anyone. 

Questioning brought out that, at every pause in his 
dictation, Lucy would look up expectantly, tap her 
pen, fidget in her chair, yawn, look out the window, or 
doodle. “She makes me feel old and doddering,” Mr. 
Avery said, “as though I were losing my grip. I can't 
think while she’s in the room.” 

I asked if Lucy turned in her transcripts faster than 
the average secretary. Unhesitatingly he said, “No, in 
my opinion she’s slower than average.” This was im- 
portant to me, as you will see later on. 

Since there are always two sides to every story, I 
sent for Lucy to find out what she had to say. She 
said, “Mr. Avery is nice, but he nearly drives me crazy 
with his dictation! He dictates for five minutes then 


he sits and thinks for ten minutes. I’m used to continu- 
ous dictation, and it’s awfully boring just to sit and 
wait while he makes up his mind.” 

I gave Lucy her choice of returning to the pool 
and waiting for the next vacancy or of learning how 
to be happy in her present job. I think her curiosity 
was piqued, for she took the second choice. 


I then proceeded to picture the tremendous inr§ 


portance of the kind of work Mr. Avery did, with 
the attendant necessity for deep thinking and careful 
wording. Certainly a man of his far-reaching influence 
couldn't rattle off his dictation without thinking, and 4 
secretary who was in sympathy with his problems 
would be as quiet as a mouse while he was getting his 
thoughts in order. I touched very lightly on the mat 
ter of courtesy, but I did mention it. 

Next we talked about that test of a superior secre 
tary, the ability to transcribe accurately and quickly 
Lucy was in a position to be the best transcriber # 
Harkins’, I told her, for she could use the dictatio 
pauses to go back over her notes, putting in all he 
punctuation marks and rewriting any dubious out 
lines. If she worked unobtrusively during the time Mi 
Avery was thinking, she should be able to read he 
shorthand notes as though they were print. 

With the problem on the way to solution, I askel 
Mr. Avery if he would try Lucy for just two mor 
weeks. To this he agreed, and he and Lucy had# 
frank talk that resulted in a good working atmosphett 

And that was the last I heard from Mr. Avery, wu 
til he called me to recommend Lucy for a raise. 
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| Getti ) li 
| etting Out a bIG M ailing 
) Here’s how to earn a complimentary closing | 
when you must tackle a special mailing Job | 

BY MARION NOYES 1 
: 
: The Mailing List ] 
The first actual information you will receive is to | 








~ 


whom the mailing is to go. You may have to wait 


77 


before you can obtain the material to be sent, but 
you needn't waste any time. Begin at once to compile 
an accurate list of all names and addresses. 


If you have saved the list from your last similar 


— a ee ee ee 


job, you deserve a special ribbon. (If not, be sure 











to save your list this time. ) 








wor ST" ere we 


And, if you have kept } 
tal it up to date, you should have a Special-Special 
aul Badge. Once you have checked your list for accuracy 

and Your Friend has O.K.'d it (at least as to names; 
pod the addresses are your worry), start addressing en n| 
hail velopes or gummed labels. 4. 
= |° THAT ANNUAL MEETING coming up, and do . Dont forget to make an extra copy of this list. m 
you dread those hundred and three notices to be Youll file the original as a record of this mailing. The ¢" 
sal mailed, complete with such enclosures as programs, carbon copy can be used for your next similar mail- 7 
with statements, and ballots? Or has your friend, Mr. Boss, ing chore. { 
-efd decided to send out a special mailing of reports or If you expect to do this kind of job often and if q 
a _§ publicity releases and given you entire responsibility names and/or addresses are subject to frequent change, 4 
= s tor the job? a card file will be useful. Typing addresses from cards t 
re : Perhaps you groan, “Friend, indeed!” Take heart, instead of a straight list is slower; but corrections, de- 
~ Miss Secretary, for this is a chance to let your ef- letions, and additions to a card file are more easily i 
1S y ficiency shine once more, to pluck another feather made and the information kept comstantly accurate 
mae for your cap, and to earn the virtuous glow of know- and instantly available. Choose the method best suited | 
§ ing you've come through with work well done. to your office, or adapt both if you find it necessary. | 
ner \s soon as youve received the news, don’t wait 
7 tor the go-ahead signal. Organize your work and Preparation of Envelopes | 
start at once. One step ahead prevents a last-min- 
— ute scramble. When names and addresses are complete, you need i 
I] he Will you have help, or is this to be a solo per- only one more piece of information—approximately 
s OU formance? If you can send some of the work outside how much material will be sent; i.c., what size and 
1e MB ty a lettershop, the burden may be lighter, but it’s type of envelope should be used. That decided, the 
id he still yours. Let’s assume youre going to do it the envelopes can be prepared. ; 
® bard way, with little or no help, and plan a system The use of gummed labels for large mailings is 
aske™ that will carry you through to the right kind of com- generally accepted as correct business practice. If 
» MONE plimentary closing. approved by your firm, by all means take advantage of 
had 4 ra \ | 
sphere | 
ry, ul | 
se. 
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this short cut. It is quicker to address strips of gummed 
labels and paste them onto envelopes than it is to in- 
sert each envelope into your typewriter and address 
it. In addition, a typing error does not mean an en- 
velope must be thrown away. Here may be your first 
big saving in time and material. 

You will find an even more spectacular saving in 
time if you can sell Friend Boss on window envelopes. 
These eliminate having to address either labels or 
envelopes. If your mailing is large and urgent and 
vour time is short, suggest these timesaving envelopes. 
Point out that they will also reduce the margin for 
error. However hasty the job, no envelope will slip 
by without an address and no label will be improperly 
glued, 

If labels and window envelopes seem to lack the 
dignity your particular office must sustain, then try 
the following method of chainfeeding envelopes into 
your typewriter. 

Type vour first envelope 
as usual but, instead of 
twirling it forward out of 
the typewriter as you gen- 
erally do, start to “back” it 
out. When the envelope is 
about a half inch above the 





line scale, insert a second 
envelope in the front of the 
typewriter between the top 





Front Chain Feeding 


~ of the finished envelope 
and the cylinder. Type this and, as you back it out, in- 
sert another envelope. You will find that your com- 
pleted envelopes are making a neat little pile against 
the paper table. There’s no need to remove each enve- 
lope separately—wait for a pile to accumulate. Doing 
this saves much extra effort. 

When your typed or labeled envelopes have been 
finished, you will, of course, check them against the 
original list, actually placing a check mark beside 
each name. This will preclude any possibility of 
omissions and will serve as your record of material 
sent out. Later, mark at the top of this list the date 
on which the mailing was made and staple to it one 
complete set of the material that was enclosed before 
you file the list for future reference. 


Preparation of Enclosure 


Have you finished your envelopes before all the data 
for the enclosures has been collected? Perhaps you 
cant yet attend to the typing, printing, mimeograph- 
ing, or what-have-you of this material. You may, how- 
ever, still be able to do some more advance prepara- 
tion. Mr. Boss might like the idea of using a very 





short covering note to describe the enclosures briefly, 
If so, these notes can be your second step ahead. 
They can be prepared, signed, and carefully stored 
away with the envelopes where they will be fresh and 
clean when everything else is ready. 

By now the material is coming in, or perhaps all 
of it has arrived, and youre all ready to use it. Your 
desk is cleared and your mind is uncluttered—the 
detailed work is done. This is the time for a final con- 
ference with your boss. Let him know about the work 
vouve already finished on your own, and he'll be 
glad to outline the rest. 

Make careful notes of the following information: 

1. Exactly what is to be mailed? 

2. What class of postage is to be used? (Ask the 
post office, if you're not sure. ) 

3. Should all of it be sent regular or air-mail, special 
delivery, or registered? 

4. Are there any letters that should go differently 
from the bulk? For example, should those to farthest 
destinations be air-mailed? 

5. What assistance (if any) may you have from other 
employees, outside help, or special machines? 

6. Does Mr. Boss have any unusual or specific in- 
structions to be followed? 

Once you've had this conference with the boss, 
youll both relax. He knows you're well informed, and 
youre all set with complete details. You're not going 
to have to run to him with “snags” caused by lack of 
information. He understands just how much work is 
involved for you and will plan the other work accord- 
ingly. You have the assurance of knowing exactly 
what, how, and when, and are able to set up your 
working schedule, tackling the details without con- 
fusion or panic. 

As soon as the copy for the enclosures is given to 
you, start working on it even if all the envelopes aren't 
finished. You can pick up that job again later, either 
while the duplicating is being done outside or when 
you ve finished it yourself. After all, the enclosures are 
the meat of the mailing and merit attention as soon 
as they are available. 

Make a complete set of the copy, typing up the 
material as clearly and attractively as possible, and 
take it to Mr. Boss for his O.K. before using it as the 
master, 

If an answer or acknowledgment is being requested, 
remember that your R.S.V.P.’s will come in sooner if 
you enclose stamped and addressed post cards with 
merely a choice of reply to be checked and a space in- 
dicated for signature. If you have many of these to 
prepare, you'll find that using a rubber stamp (your 
stationer will make one for about $2) of your boss's 


name and address on an already stamped post card is a 


-- TODAY’S SECRETARY @ November, 1954 





wel 
der 
an 

for: 


cle 
the 
mu 
sta 
sol 
sal 


shi 
th: 


so 


ins 
ra 


fe 


Ph 


mae yO 








ee oe 


welcome timesaving device. If the replies are confi- 
dential or otherwise unsuitable for a post card, enclose 
an addressed, postage-prepaid envelope and a reply 
form similar to that suggested for the card. 

Next comes the job of assembling the material, so 
clear the decks for action! The more pages to assemble, 
the more space you'll need. This is one time when you 
mustn't be stingy about room. If you crowd your 
stacks of papers too close to each other, you'll find 
some of the sets you make may contain two of the 
same pages and none of the others. 

When you line up your pages, remember the last 
shall be first and the first, last. Then arrange a parade 
that will take you past the papers in reverse order, 
so that the last page you pick up is Number One. 
Youll have assembled them in correct order. 

A collator does away with all walking. Such a sort- 
ing rack, to hold the material to be assembled—ar- 
ranged in proper sequence—is not only kinder to your 
feet, but accelerates the “stuffing” process. 


Photo courtesy of Remington Rand 





\ little practice on this flip-flop trick will enable you to type 
both sides of a post card without touching the card! You 
address the card. give the roller a quick turn—and the card 
flips back, strikes the paper table, and drops into position 
behind the platen. Now one more turn of the roller puts the 
card into position for the message. That typed, a final quick 
turn of the roller sails the card back over the machine into a 
waiting receiving basket. 


Closing Chores 


When your material has been assembled, stapled, 
and folded, watch how it behaves when you start stuff- 
ing the envelopes. If you find that the pages or enve- 
lopes are causing you little cuts, try putting a bit of 
tape on your fingers where the sharp edges hit. 

To speed the sealing process, spread ten or twelve 
envelopes, addresses facing down, in a verticle line 
with each gummed flap just touching the next one. 
Run a moistened sponge over the flaps, then quickly 
close them and press down on the whole pile. This 
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seals all twelve envelopes in the one operation. 

If your mail is going first class, remember that 
the postage is determined only by weight. It will re- 
quire the same amount of stamps for any destination 
in the United States, whether nearby or across the 
country. 

Having weighed one stuffed and sealed envelope 
to find out how much postage is necessary, tear your 
stamps into horizontal strips. Moisten a strip of 
stamps; then, with the right hand, stick the first stamp 
on the first envelope and press it on with the left 
hand as you tear the rest of the strip loose with the 
right hand. If you have many envelopes to stamp, get 
a roll of stamps instead of sheets. 


Mechanical Aids 


If you find that you will often have large mailings 
to be sent out, obtain the catalogs of a few business 
machine manufacturers for Friend Boss and help him 
consider buying a few mechanical aids to facilitate 
production and economize on time, energy, and tem- 
per. These might include addressograph, mimeograph 
or hectograph, collating rack or table, sealing, weigh- 
ing, and stamping machines. And don't forget that a 
gummed label container and moistener would certain- 
ly prove useful in expediting bulk mailing. 


Complimentary Closing 


You've made your deadline of Friday at four o'clock. 
Or have you? It’s only three—and you're not ex- 
hausted by what loomed so large when it first ap- 
peared on your calendar. Step by step, you’ve made 
it a not-too-dull job because you've accepted the 
challenge with spirit. You're ready for fun now, and 
virtuously you know you've earned it when you hear 
Friend Boss say, “Good girl! Thanks for a fine job. 
Take the rest of the afternoon off.” 


Collator 
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Stencils for Handwriting 


Stencils for 


Addressing 


THE STICKER ATTACHED 
TO ENVELOPE! 

















BY LURA LYNN STRAUB 


“‘tencils come in as many colors as Finian’s rain- 
bow—white, green,~ yellow, blue, and orange. 
There are different types of stencils, too, for different 
purposes. So clear off your desk, won't you, and let's 
spread out some of the different colors and types. 
What is each one for? Which should you use to get the 
finest results from your mimeograph machine? 


Stencils for typing: Most stencil manufacturers 
make one type of stencil that is intended primarily for 
typing. It is not recommended for stylus work. Stylus 
work, as you may know, is drawing or handwriting 
done on the stencil itself with a special tool called 
a stylus. Typing stencils may be white, green, yellow, 
or blue. The color you choose is entirely a matter of 
your own color preference, for the stencils are alike 
except for color. “Some secretaries just prefer yel- 
low stencils to green stencils,” one manufacturer said, 
“so we make yellow ones.” The light-colored stencils— 
white, green, and yellow—ordinarily come with a black 
cushion sheet, which makes your typing appear black 
on the stencil surface and so makes proofreading sim- 
ple. The blue stencils come with a white cushion sheet, 
and proofreading these is also quite easy. 

Some manufacturers make two grades of blue typing 
stencils—a standard grade and a fine grade, the lat- 
ter to be used when an exceptionally large number of 
copies is needed. An orange stencil of superior quality 
is also available for use on long runs. 


All-purpose stencils: If you want to use drawings, 
lettering, or handwriting on a stencil, most manu- 
facturers recommend an all-purpose stencil, not a typ- 
ing stencil. You may, of course, type on it as well as 
doing hand work; it is of extra good quality, made 
to resist tearing under the pressure of a stylus. All- 
purpose stencils are usually blue or green in color. 
The best-grade blue or orange typing stencils men- 
tioned may be used for all purposes, too. 


Stencils for handwriting: Arent there occasions 
when handwriting is nicer than typewriting? If the 
boss is thinking of mimeographing a Christmas mes- 
sage to his staff, why don't you suggest that it be in his 
own handwriting? Special handwriting stencils are 
available for this purpose. They do not differ from an 
aH-purpose stencil except that they have guide lines 
running the width of the page, a half-inch apart. The 
lines are there to guide the hand of the writer, but 
of course they do not appear on the finished copy. 


Stencils for addressing: These are light-colored 
stencils that have the usual guide lines and, in addi- 
tion, have lines that divide the surface of the sten- 
cil into three columns with eleven one-inch divisions 
in each column. The address stencil is, as its name 
implies, intended for preparing mailing lists. You 
type one address in each of the 33 blocks outlined on 
the stencil, then run the stencil on specially gummed 
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Music Stencils 
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Newspaper Stencils 
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one kind of Stencil 





Do you know which is which, and why the difference ? 


and perforated sheets that provide 33 labels to the 
page. And, when you are ready to send out a mailing, 
you tear the sheets of labels into strips, dampen the 
backs, and attach one label to each mailing piece. 


Music stencils: You probably won't use a music 
stencil often, but there are such things if you ever 
need them. They are regular stencils with the lines of 
the music staffs die-impressed into them. This means 
that when you run the stencil, the music staffs will ap- 
pear on the finished copies. You use a stylus to add 
the notes and other music symbols to the staffs, and 
then run as usual. Try handing everyone at your office 
Christmas party the music and words to the Christmas 
carols, mimeographed on red paper! 


Newspaper stencils: Many organizations publish a 
small newspaper for the staff, and it can be mimeo- 
graphed effectively by using newspaper stencil sheets. 
These have guide lines that show you where to type 
for either a two-column or three-column layout, and 
for paper 11, 13, 14, or 15 inches long. If you learn 
how to “justify” the right-hand margin (square it up 
to make all lines even at the right as well as the left ) 
you can achieve professional-looking results. 


Four-page folder stencils: This is a set of two 


stencils used to produce a four-page folder, 8% by 
ae 
22 inches. Announcements, programs, song books, 
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menus, and many other kinds of mimeographing, look 
attractive in folder form. Special guide lines and print- 
ed instructions on the stencils show you step by step 
how to type and mimeograph the folder. 


Document stencils: If you copy legal documents, 
you will find these stencils useful. One type of doc- 
ument stencil has a double vertical line die-impressed 
into the stencil about 1 2/5 inches from the left edge. 
The other type has the same double line and double- 
spaced numbers, reading vertically down the page. The 
line and numbers reproduce on the finished copy. 
Thus you can duplicate any legal documents that you 
need many copies of and can use plain paper instead 
of expensive legal document sheets. 


Special order stencils: Almost any stencil manu- 
facturer will die-impress stencils to your order. Let us 
say you fill in a daily sales report that goes to a dozen 
or so members of your firm. You probably use a 
printed form on which you type the current informa- 
tion, making as many copies as are required. The 
same form can be die-impressed on a stencil. You then 
type in on the stencil the same information you would 
have typed on the printed form; and, when you run 
the stencil on the mimeograph machine, both the form 
and the information you have typed appear on the fin- 
ished copy. Such special order stencils are practical 
and economical if ordered and used in quantity. 
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Illustrated by JOE OHEHIR 


The author says this 
is a true story... 
is he bragging 


or complaining? 
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Can be Teasers 


BY E. LILLIAN HUTCHINSON 





WHAT’S THE DIFFERENCE— 
Between: 


lL. A check and a cheque? 

2. A mortgagor and a mortgagee? 

3. A straight jacket and a strait jacket? 
1. Callus and callous? 

5. A confidant and a confidante? 

6. Dispense and dispense with? 

7. Won't and wont? 

8. Pique and pique? 

9. A post card and a postal card? 


10. Biannual and biennial? 





ONE RIGHT; ONE WRONG 


Which word in each of these pairs is incorrectly 
spelled? How should it be spelled? 


1. embarrass; harrass 

2. committment; committee 
3. intercede; supercede 

4. criticise; advertise 

5. dissappear; dissatisfied 

6. receive; anceint 

7. millionnaire; questionnaire 
8. altogether; alright 

Y. forcible; noticible 


10. carefullness; carefully 


WANTED: ADJECTIVES! 
What is the adjective form corresponding to 
each of the following nouns? 


Ll. accuracy 

2. democracy 
3. efficiency 

4. equality 

5. fraud 

6. friend 

i. government 
8. prosperity 
9. regularity 


10. ridicule 





OUT OF BALANCE 


How would you recast these sentences so that 
similar elements are arranged in parallel form? 


l. I neither saw the messenger nor his car. 


2. We expect our employees not only to be courteous 


but helpful. 

3. Often telephoning is more satisfactory than to 
write. 

4. I both need more time and more money. 

5. It would be better to return the imperfect goods 
than trying to repair them. 

6. Our competitor carries radios of better quality 
and having higher prices. 

7. The duties of a receptionist in a small office are: 
(a) to receive callers, (b) she operates the switch- 
board, (c) handling telegrams. 

8. The articles in this magazine are of interest and 

very practical. 

9. We have a position for a salesman of proved abil- 

ity and who has original ideas. 

10. You may use this book either in the library or 

buy a copy from the bookstore. 





acount 


THE VERB AFTER “ONE” 
Which of the parenthetically enclosed verbs 


. cP 
would you choose in each of these sentences! 


1. Not one of the letters (is, are) mailable. 


2. She is one of the most promising beginners who 


has, have) come to our company. 


3. Some one of the boxes surely (is, are) empty. 


the accident. 
I bought one of those fountain pens that (does, 
do) not require refilling. 


Ut 


6. Every one of these letters (is, are) overweight. 

7. This is one of those rules that (is, are) sure to 
be unpopular. 

8. He is the one who (is, are) to be chairman. 


9. He is one of those who (look, looks) well in 
casual clothes. 


10. The Grand Canyon is one of the sights that (is, 
are) worth seeing. 


(Key to teasers, on page 49) 
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$, Someone in this room (was, were) to blame for @ 








\ beauty of a coat, with style-wise tailoring that 
belies its moderate price. Note the fitted shoul- 


ders, lower yoke, and pared-down sleeves, De- 











signed by Lassie Junior, it comes in soft Veltona 
fabric done in slate blue, grey, and taupe. Sizes 
7 to 15. Price $49.95. At Bloomingdale’s, New 
York; Jordan Marsh,. Boston; The Higbee Com- 
pany, Cleveland; Carson Pirie Scott, Chicago; 


and the Emporium, San Francisco. 
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OUTSIDE! 





but you'll be toasty 
and warm inside 
these cold-defymg 
outfits 


You can laugh at Old Man Winter in this warm chinchilla 
coat by Sportleigh. Special style point is the collar. 

It’s reversible or expendable—wear the velvet or 

chinchilla side out, or button it off for a cardigan 
-neckline. In beige, gray, navy with matching velvet, or 

red with black velvet. Sizes 5 to 15, 6 to 18. About 

$65 at B. Altman, New York: Jelleff’s, Washington; 


The Fair, Chicago: The Dayton Co., Minneapolis, 


White Stag’s shortie coat has smart enough 
lines for business wear and the sturdiness you 
want for sports. Made of alpaca pile, fully 

lined with warm wool Thermostag. In 

charcoal or camel. sizes 10 to 18. About $25 

at B. Altman. New York: Jelleff’s. Washington: 
Charles A. Stevens & Co.. Chicago: and 


Denver Dry Goods, Denver. 


This warm turtle-neck fill-in by Glentex is a clever wardrobe 
extender—useful as a dickey, wonderful to transform low-cut 
wool blouses, dresses, and jumpers into top fashions for 

office wear. Rib knit in red, black, white, orange, charcoal. 
About $3 at Bloomingdale’s, New York: Marshall Field’s, 
Chicago; Boston Store, Milwaukee; Bon Marche, Seattle. 


Soft lines make this a beauty of a dress, and the warm wool 
jersey fabric makes it a comfortable one. Designed by 

R & K, it is completely lined in rayon taffeta. In brandy, 
pastel blue, aqua, beige. and coral. Sizes 10 to 18, 

9 to 17, $23. At Bloomingdale’s, New York: Himelhoch 
Bros., Detroit; Stix Baer & Fuller. St. Louis. 


When the wind blows cold and chill, stop shivers with 

this attractive tweed cardigan. Designed by Glentex, it’s all 
wool and is woven in a smart tweed pattern. Comes in red 

or brown tweed, bound with black rib-knit trim. Priced 
about $6. Available at Franklin Simon, New York: Sterling 
Lindner Davis, Cleveland; and Marshall Field's, Chicago. 


TODAY’S SECRETARY @ November, 1954 





i. 


were err eT aren ws 
“s a 














BY 


HELEN WHITCOMB 





uz 


How to 


bring out 


a smile 
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STEP 1 
y 


Be sure lips are dry and clean 
no remants of old lipstick— 
before you begin. Part lips 
slightly and outline natural con- 
tours with point of a stick. 


STEP 2 


y 4 
IA Fill in lips completely, using 
—_ _ side of lipstick. Carry the color 
far enough into your mouth so 
} t Yee that there will be no boundary 
/ aN S line when you smile. 


STEP 3 


Allow color to set for a few mo- 
ments, then blot by pressing a 
facial tissue between your lips. 
Apply color again, wait, and blot 
once more. 


‘HEN IT COMES to smiles, the girl who gives 

one usually gets one in return. And, if that smile 
she’s flashing is brightened with perfectly applied lip- 
stick, she’s sure to bring out bigger and better smiles 
from everyone she meets—plus many a look of warm 
admiration. 

Acquiring that model-perfect smile takes just a few 
extra moments. For instance, when you buy your next 
lipstick, allow time to choose carefully a shade that 
will do something special for you. Just because your 
friend looks well in the most widely ballyhooed shade, 
don’t select it for your own until you're sure it flatters 
your coloring. 

Basically, all lipstick colors fall into three categories: 
the true reds, the orange reds (ranging from light 
tangerine shades to russet-brown reds), and the blue 
reds (from pale candy pinks to deep wine and orchid 
shades ). If your skin has yellow or golden tones, steer 
clear of lipsticks that are decidedly in the blue family. 


If your skin is pale, choose the lighter shades of lip- 
stick. (A bold, dark band of deep color will make 
the rest of your coloring fade out and will give 
a ghostlike pallor.) On the other hand, if you have 
vivid, dramatic coloring, let yourself go and _ pick 
the bright, deep shades; anything less would seem 
insignificant. 


EACH MORNING when you select your lipstick for the 
day, give a moment's thought to the clothes you plan 
to wear. Youll look much prettier if your lipstick 
shade matches or harmonizes with your outfit. Once 
you ve cringed at seeing an orange scarf teamed with 
a fuchsia lipstick, you'll realize how important those 
few moments are to your appearance. If your cos- 
tume has some red, you must be extra careful. When 
reds clash, they really clash! 

Of course, perfect color harmony means that you 
must have more than one lipstick. You'll need at least 
one in each color category. And why not? Having a 
variety of shades is no extravagance. It doesn’t mean 
that you use more lipstick; merely that you always 
have a shade that will flatter any outfit. 

The experts advise that you apply your lipstick with 
a brush. It takes a little practice, maybe, but a per- 
fect lipline will be your reward. But even a die-hard, 
straight-from-the-stick gal can have a pretty mouth 
if she’s careful. Take a moment to powder lightly 
over and around your lips before applying color. Then, 
even oily lipsticks won't be so likely to smear and 
creep. Try to keep your lipstick either pointed or 
wedge-shaped so that you can make as sharp an 
outline as possible. Then fill in with the side of the 
stick, bringing the color far enough into the mouth 
so that there will be no boundary when you smile. 
Make sure all the little crevices in your lips are filled 
(spreading your mouth wide stretches these creases 
so that they can be colored easily). Wipe off any 
skid marks immediately. 

The prettiest mouth you can design is usually the 
one Mom Nature presented you with. Too much re- 
vamping usually gives itself away. Make yourself a 
soft, natural-looking mouth. Lips painted out beyond 
their borders don’t fool anybody, neither do Cupid’s 
bows, pointed upper lips, or overdone lower lips. If 
your lips are too thin, use a brighter shade and carry 
the color to the very edges. If too full, you can trim 
them down a bit by not extending the color all the way 
to the edges and by letting it fade away near the 
corners. 

Give your lipstick a few minutes to set—comb your 
hair or get out your hat and gloves. Then blot. Apply 
again, wait a few moments, and blot once more. 


THOSE FEW DABS OF COLOR that brighten your mouth 
are the most noticeable—and, therefore, the most im- 
portant—bit of make-up you use. If your lipstick is 
smeary or “frayed,” your whole expression seems awry. 
Your good looks deserve those few extra moments re- 
quired to show off your smile at its prettiest. 
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but every day smart 
secretaries like you are getting lus- 
cious top-quality nylons, beautiful 
lingerie and the new stretch anklets, 
also stretch socks for men—at sub- 
stantial savings—both for themselves 
and for their friends. Write today 
for details. 
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Kissin’ Bridge Pin & Earrings 

The old fashioned Kissin’ Bridge in miniature. 
Reminder of the ‘’good old days’’ when a 
couple took romantic walks, with perhaps a 
stop in the protection of the Kissin’ Bridge. 

Pin is 2’’.wide. Earrings 1°’ diameter. Made 
of the finest pewter, heavily plated in antique 
silver. Sent postpaid. Tax included in price. 
Handsomely gift boxed. Satisfaction guaran- 
teed. Send check or money order. 


PIN $1.65—EARRINGS $1.65-—SET $3.30 


Ask for free folder of other unique and unusual 
jewelry. 


CRAFTS * STUDIO TS11 * LUNENBURG, MASS. 








MAHLER'S, INC, Dept. 85-P PROVIDENCE 15, R I. 





——— 
‘> a J 
Ww 4 


ALS 
Pay 
; io 


| 


Zs Pal 


Saar [= 


Cbiy GOES | 











Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1954’s ‘‘101 Office Short 
Cuts’ ‘—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cc <\ er illustrated by secretary-author Magi Max 

well, the book is studded with wondrous ieee 
onal from a long career in New York adver- 
tising, general office, and newspaper fields. 98c. 
Real New Books, Box 1432-T, GPO, N. Y. I, N. Y. 














You Can Afford Mink! It goes to 
your head as a bit of a bonnet—it 
curves ‘round your throat in miniature 
elegance—either way makes you feel 
like all ten of America’s best-dressed 
women! That’s why we think this 
genuine mink horseshoe is the lucki- 
est find of the season. Shaped by a 
exible band, it goes on without ties 
or fasteners to dress up the most mod- 





est wardrobe. Only $4.95, postpaid, 
tax included. Write I. R. Fox, Dept. 
TS-89, 115 West 27th Street, New 
York 1. At the price, you could even 
give mink to someone special. 


For Him, for Her. Or maybe for 
you! Sophisticated comedy and tragedy 
mask jewelry in copper will win the 
thanks of thespians and fashion smart- 
ies alike. And, at these prices, you can 
afford to select it for several of your 


1 





: 
’ 


friends. Shown here is the tie clasp 
($2) and a pair of scatter pins ($2). 
Also available are matching cuff links 
($2), and screw-back earrings ($1.50) 
that show just the mask alone. All 
prices include tax and postage. Order 
from Roslyn Hoffman, Dept. TS-30, 
657 Broadway, New York 12. 


World’s First! Christmas cards of 
glass, bright with color and sentiment 
that’s fired into the glass itself. Here 
are truly different Christmas cards that 
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will be treasured long after the holi- 
day, for they double as wall plaques, 
pin trays, etc. Each glass “card” 

safety packed in a smart striped mail- 





ing box. Your name goes On a paper 
enclosure that shows the first pub- 
lished Christmas Card. Set of three 
designs, just $1.95, postpaid from 
“The Man Who Supplies Santa,” Dept. 
TS-21, Box 8052, Houston 4. 


Gifts for Gourmets. Collected and 
boxed by John Wagner and Sons of 
Philadelphia, any of these samplers 
promise new adventures in eating. The 
Herb-Blend Sampler has special blends 
for meat, salad, poultry, and fish. It’s 
$1.25, postpaid. The Seasoning Sam- 
pler contains hickory smoke salt, char- 





coal salt, “good taste,” and garlic salt. 
It’s also $1.25, postpaid. Either sam- 
pler would make unusual office gifts. 
Then there’s the Fine Herb Sampler 
that contains basil, parsley, oregano, 
marjoram, thyme, savory, tarragon, 
and rosemary. It’s $2.75, postpaid. For 
any or all these samplers, write Con- 
cord Country Store, Dept. TS-25, 
Concord, Massachusetts. 


Santa Mobile. A unique Christmas 
decoration, alive with color and move- 
ment—it stirs in the slightest breeze 
as it hangs suspended in space. Made 
of bright vari-colored cardboard, it 

can be suspended from one to three 
feet. The crescent-shaped arm is 13 
inches across. Ideal for difficult-to- 
decorate spots and for use as a greet- 
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SHOPPING 








ing to friends you'd like to remember 
with a bit more than a card. In color- 
ful wrapper, only $1.10 postpaid. 
From Merrill Ann Creations, Dept. 
rS-44, 102 Warren Street, New York 7. 


Record Hit. A music lover on your 
Christmas list? She (or he!) will be 
mighty proud to own this smart rec- 
ord rack. It holds fifty to sixty ten- or 
twelve-inch long-playing or 45 r.p.m. 
records in their individual covers. 
Rack is about 8 inches high, 10 wide, 
10 deep. Price, $2.95 postpaid. Avail- 
able in either black wrought iron or 








in dull gold finish. Write Gladys Lynn 
Designs, Dept. TS-37, 7707 South 
Comell Avenue, Chicago 49. It makes 
i beautiful accessory for the top of a 
cabinet or an excellent shelf divider 


Leather and Leaves. Even the gir] 
who has everything will be thrilled to 
receive this graceful leaf jewelry. 














Wonder buy! IMPORTED 
HANDBAGS 


amazingly low priced! 
[cre Wemew 


No. 1001 — MEXICAN 

OVAL BOX BAG... an 

\ exciting new shape in 
authentic hand tooled, 


rich, luxurious leather. 
Suede lined with inside 
pockets for purse, lip- 
stick, etc. Mirror set in 
lid. Knotted double tube 
handle. 7x412x5. Colors: 
Natural, Brown, or Red. 
Only 6.50 including 
Fed. Tax! 
No. 2001C— 
Matching 
adjustable belt with non- 
tarnish golden buckles. 
3.80 




























* 





No. 2001M—GENUINE CUBAN 
ALLIGATOR BAG... the bag you'll 
live with! Real alligator head on 
front and rear claws on back. 
Strap adjusts to 
shoulder bag length. 
8x634. Suede lined. 
Colors: Natural or 
Brown. Only 9.00 incl. 
Fed. Tax! 


No. 2001A — 
Matching adjustable 
belt with head. 
Non-tarnish 
buckles. 5.00 


In 

N.Y.C, 

on All bags and belts shipped postage collect. 
4 « Be sure to specify number, color, belt size. 
Tax Deposits on C.0.D.’s: Bags $3, Belts $1 


~ SEND FOR 8IG, NEW FREE CATALOG 


RU-DORO NOVELTIES, Dept. T 
GPO Box 962, New York 1, N. Y. 


It’s a 
*“*stopper” 
of a 


ae 


MOPPER 


the new absorbing after-bath robe 





Here's a great big polar bear of a robe for drying 
off swiftly and warmly after shower, tub, or swim 
Made of thick, luxurious, thirsty, snow-white Can 
non terry toweling. Yards of comfortable fullness, 
huge draft-screen collar, tassel tie at neck it’s 
a whopper of a mopper! Fits any man or woman, 
but if over six feet, order king size and add a dol 
lar to the price. A great buy, a heart warming gift, 
perfect for travel. Get one for yourself, several for 


house guests. Mail orders promptly filled. Sorry, no 
C O D’s. Shipped prepaid if Only $6 95 ea 
(3 for $20.00) 


Woodmere Mills DEPT. TS11 


P.O. BOX 167, BENNINGTON, VT 


remittance is with order. 




















NEW! LADIES’ ELECTRIC RAZOR, $3.95 


Now, with this new scientifically designed 
electric razor, your legs and underarms can 
have new beauty guaranteed to stay 
satin-smooth twice as long! Fully tested for 
extra-close dry-shaving comfort, with no 
coarse regrowth. Cannot cut or irritate most 
sensitive skin. Powerful, A C. Special at $3.95; 
money back guarantee. Gift boxed. Check or 
M.O. to Mrs. Fields Shopping Service, 237YS 
Huguenot St., New Rochelle, N. Y. 

















STERLING ARROWHEAD BOOKMARKS 


Booklovers appreciate things of fine quality. These beau- 
tifully made little bookmarks (‘sterling silver’’ engraved 
on the back of each) make delightful gifts 
Each attractively carded and only ea. 
Special price of 6 for $5 
Send cash, check or m.o. No COD's please. Satisf. guar 


BOX 4035, DEPT. TSB 
TUCSON, ARIZONA 


OLD PUEBLO TRADER 











You'll want one of 
these correctly man 
tailored ties with its 
antique stick-pin for each 
of your ‘‘little boy’’ 
shirts. In navy, forest 
green, pecan brown, red 
or black rayon faille, 
each with a unique 
jeweled pin—notwo 
alike. 


tie and pin $200 
both for postpaid 


Studio T-11, 4353 Lovers Lane, Dallas 25, Texas 
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For 
Casual Wear 
Imported Suede 


Did you ever dream of 
owning a luxurious fe 
line soft Suede garment 
water repellent, satin 
lining, in dreamy warm 
colors of Gold, Coral 
Powder Blue or Aqua’ 
Faultless tailoring 
Sizes 10 to 20, style 
#5000, Postpaid 


$42.50 


HERRON’S of COLORADO 
31 Manitou Ave., Manitou, Colo. 


21 Pace CATALOGIE AVAILABLE 





GET AHEAD FASTER! 


Increase your salary, gain promotions and pres 
tige. QUALIFY for executive opportanities with 
College Equivalenc Certification in Business 
Administration Business Law, Pe 

agement Advertising English Liberal Arts, 
etc. Diplomas granted. Honored by businessmer 
Comprehensive examinations based on your on 
administered in your local 
ity Further study usually unnecessary Free 
details. Write today 

CRAMWELL INSTITUTE 
Educational Testing System 
Dept. M S-7 Adams. Mass. 
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PINKING SHEARS 

Only $1.95 postpaid. Chromium plated, 
precision made. Manufacturer's Christ- 
mas overstock. Guaranteed $7.95 value 
or money refunded. Order by mail. 
Lincoln Surplus Sales, 1704 W. Farwell 
Ave., Chicago 26, Illinois. 
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THE “‘SOLID GOLD’ LOOK! 


Swirls of luxurious gold fashion this contemporary 
bow knot pin and clip back earrings for added 
glomour it is studded with simulated pearls or 
sparkling rhinestones, whichever you prefer. So ele 
gant and simple in design, it looks like solid gold 
enhoncing any suit or that’’ dress 


$2.50 each postage ond tax included, 
4.50 set sorry no C.0.D.'s 
Available also in gleaming silverplate 


K Hy bored and wrapped ! Write for FREE 
Dept. T-11, 545 Fifth Ave. 
New York 17. N.Y 


-AbtimeetLee 












it’s Easy To 





SET YOUR OWN RHINESTONES 


On Blouses, 


Dresses, 


Gloves, Sweaters, Scarfs, ete 


“BRISK-SET” RHINESTONE SETTER 


Post Paid 

No C.0.D. 

e Complete 
18 Rhinest« 
Half P 


Do a professional job of 
wan Slamorizing your wear- 
mes. ing apparel & accessories 
‘'s with this precision in- 
strument. The tool was 
made to closest toler- 
ances of finest materials, 





will last indefinitely. 
slip stones into 
place fabric 


once you 


all. 


items Half Pe ur 
With Your Sette 


115 W. Seventh St. 
Plainfield, N. J. 


Just 
cavity, 
between, 
press—and it’s done. At 
turn ordinary 
apparel into glamorous 
creations in no ume at 


° a Pleane | Spe if You Wa 
FRANCEEN’S 


48 Additional Rhinestones 50¢ 
48 Additional Half Pearls 75¢ 
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COTTON 
SOLE AND 
UNDERTOE FOR 

SHEER COMFORT 


TISk 


of fashion-right colors 
Taupe or 
same brand sells in stores for 31.50 


Minimum order 5 pair. plus 10 


STUNNING Hosier 







Like 


jenuine NATIONALLY 
1 brand at 


ADVER- 
a bargain. Choice of 
iossamer Sheer 30 denier, 51 gauge or 15 
lenier, 60 gauge. So lovely they make your legs 
omantically beautiful. Prop« ortioned knit. Fit 
ed heel. Guaranteed not to ‘‘ride’’ or twist 
otton sole and under tee wear like iron. S-o-0 
omfortable, to eet feel heavenly. especially 
f you have to be on them all day long. Choice 
Neutral Beige Neutral 
(swell for nurses). Exactly 

Your di 
sizes Ble to 11, 31.09 
postage 
Rush $3.37 for 3 pair n-o-w 
You'll be back for more and 
more Moneys back 
tee. of cours 


THE SHERWOOD CO. 
214 Jefferson Bivd. 








White 


ect by mail price, 


gNaran 


That Wears 





, West Lawn 2, Penna. 

















FOR REAL JOB SECURITY— 
GET AN I.C.S. DIPLOMA! 


You study your own exact needs in 
your spare time, at your own pace. No 
interference with work or social life. 


| C § I.C.S. is the oldest and largest school 

. . * 277 courses. Business, industrial, en- 
gineering, academic, high school. One 
lor you. Direct, job related. Bedrock 
facts and theory plus practical appli- 
cation. Complete lesson and answer 
service. No scrimping. Diploma to 
graduates. Write for 3 free books— 
“How to Succeed’’ gold mine plus Ca- 
reer Catalog plus free sample lesson. 
(Mention field of training desired.) 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 2808-E, Scranton 9, Penna. 
WRITE ToDay. 








Smart twisted leaf design is enhanced 
by genuine pigskin trim in either red, 
green, or natural. Fine quality 18- 
karat gold plate. Price is $2.50 for 
either pin or earrings, $4.50 a set (tax 
and postage included ). Order from 

Aimée Lee, Room 906, 545 Fifth Ave- 
nue, New York. 


Santa Claus Bait. We'll wager that 
Santa couldn't pass up this clever Gay 
Nineties stocking, no matter how bad 
you'd been. Made of fine corduroy, it 
fairly sparkles with good cheer and 
blessings 


Stocking is generously jew- 





eled 


and 


and tinselled and has gold tringe 

gold loop for easy hanging on 
mantel, tree, front door. Comes in 
shocking pink or traditional green, 12 


inches long. Costs $1.95. Order trom 


Amy Abbott, Inc., Dept. TS-2, 344 
West 52 Street, New York 19. Won- 
derful, too, as clever packaging for 


a simple gift. 


Created 
American 
big medi- 
ear-revealing hair 
“small” gifts, because 


Squaw-Feather Earrings. 
by Blue Sky Eagle, famed 
Indian silversmith, they're 
with today’s 


Nice for 


cine 
stvles. 





the smart design is becoming to al- 
most everyone. In Sterling 
gold plate, $2.00 postpaid. 
$1.00 postpaid. Write Ruth 
Box 4035, Dept. TS-11, Tucson, 
zona. 


silver or 
Copper, 
Brawer, 
Ari- 





Personalized 
COV-A-ROBES 


Luxurious comfort. Fluffy, 
absorbent Terry Cloth. Ideal 
for after-bath, beach, that 
dash to the phone, between 
clothes changes—or just 
plain loafing. Keeps you dry 
and toast-warm. Easy to 
launder: never need ironing. 
Snap on or off in a jiffy; 
adjust to fit perfectly 

” An attractive sa- 
rong while applying make- 
up, washing hair, etc. Choice 
of gay colors: Azure Blue, 
Canary Yellow or Snow 
White, ONLY $3.95 
MEN’S Great after shower- 
ing, while shaving, or in 
locker room. Big roomy 
pocket for cigarettes, shav- 
ing gear, etc 
Snow White. ONLY $2.95 

Satisfaction Guaranteed or Money Back 
Artistically monogrammed in contrasting colors with any 
first name, or 2 or 3 initials. Men's or women's sizes: 
small, medium or large. Send check, money-order or cash 
Add 25c to each Cov-a-Robe ordered for postage and 
handling. No C.O.D.'s please. 


DOBBS PRODUCTS CO., 900 W. Lake St., Dept. 510, Chicago 7, tii. 














6 pc. KIDDIES Breakfast Set 


This gift for children is so unusual, 


ONLY $125 


each plus 45c pow og 
& handling (tota 40 
3 SETS Only $5. so 
plus Soc for postage and 
handling tal $6.35 
No C )D. please 


so different—yet so practical—you'll 
have a hard time keeping the rest of 
the family from ** borrowing’’ it 
When not in use, it nests into an 
adorable clown 7'4" tall. For use, it 
separates into 6 practical pieces of 
dishware—a plate, a deep cereal bowl, 
an all-purpose bowl, an egg cup and saucer and a sait cellar 
Imported porcelain, multi-color full- glaze finis An out-of-the-or 
dinary. practical gift that won't be duplicated. Guaranteed to delight 
or money back. EXCLUSIVE —not sold in stores. Immediate delivery 


DRESDEN ART WORKS, Dept. 680 169 W. Madison, Chicago 2, lil. 


























New Beauty For YourLegs 
and underarms. This A.C. razor keeps 
you neat and dainty with dry-shav- 

ing comfort. In ivory 
color with pigskin 
grain leatherette case 


$3.95 postpaid. 
SYDDOR’S P.O. Box 81-1 


Fresh Meadows Flushing 65, N.Y. 
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LOOK... » 


IT 1S AN AWFUL PITY. 
EXTENDING TOES DO NOT LOOK PRETTY! 


Or If Your Toes Hurt in Front 
The Newest and Cutest Stunt 
is to wear JANIES, the Patented, cushioned 
Inside Platforms” Secause when your Feet 
Slide Forward toes protrude in open shoes, hurt 
in closed shoes, heels slip, straps gape 
cut! New JANIES help Control Gravity, 
these painful. ugly conditions, give 
Comfort, Add To Foot Beauty! 
New Improved J ANIES are effective in all shoes.  ggrore 
all heel heights! JANIES will Double The Use- ; 
ful Life of Your Shoes, Saving Ten Times Their \ 





AFTER 


insteps 
correct 
Heavenly 





JANIES are only $1.25 t plus J5c han 
dling. or 4 prs. for $5. ‘od! In Gray, Black 

Brown, Red, White & Blue. State Shoe Sizes & 
Colors Wanied. Remembe: ew JANIES wil 
help chance an awkward HOBBLE into a GRACt 

FUL WALK! 

ORDER NOW on our MONEY-BACK GUARANTEE! 


JANIES, 1865 University Ave. N.Y. 53. N.Y 


arrTER 








HANDY POCKET ADDING MACHINE 


For Christmas tor 
the men of the family 
get the simplest. fast- 
est. handiest pocket 
adding machine on the 
market! Adds or sub- 
tracts all numbers up to 

999,999,999. Imported 

from Germany! For men 

whose work requires many 

computations, this accu- 
rate, easy-to-use and eco- 
nomical computator is the 
ideal Christmas present 
Machine has fine custom 
finish like that of expensive 
German cameras and comes 

in handsome leather etui! For each machine send 
money order or check for $5 to: J B. Koehler 
Importer-Exporter, James Street, R.D. 6. Somer- 
set, Pa. Satisfaction guaranteed or money refunded J 


ron, View 
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PATTERNED FOR TODAY’S SECRETARY 


Party dresses to make in time for Christmas and New Year’s fun 


Left—A scalloped neckline is always beguiling, especially when the style is simple 
and the fabric is a wonderful, rich shade of velvet. Make it with short or three- 
quarter sleeves. Simplicity #4779. Sizes 12 to 20; 35 cents. 


Center—This princess dress with its wide cape collar and flaring skirt can be 
made in taffeta for gala occasions. in tweed for workdays. As party fare, it’s the 
kind of dress that fits your need for something festive but “proper.” Simplicity 
#4831. Sizes 11 to 15, 12 to 18; 35 cents. 


Right—And this, too, is a work-or-play style, depending on the fabric you used. 
Shown here in taffeta, it will swish prettily through many a holiday party. A big 
pussy-cat bow sets off the neckline of this princess coat dress. Simplicity #4795. 
Sizes 12 to 20; 35 cents. 

Simplicity Patterns are available at most variety and department stores. 
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She wanted to be 


the world’s best secretary ... 


The Dream That 
Didnt Come True 


BY DUANE VALENTRY 
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\mbitious ex-secretary Gale Storm is now 


radio-TV star of “My Little Margie.” Here het 
ambition is to get in on Freddie's call. 
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Gale “relaxes” during rehearsal of “My 
Little Margie” as she ge 
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ves over the script and con- 
tinues knitting—without dropping a stitch! 
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At home Gale Storm slips easily into the role of “Our Little 


Mother.” She is shown here with her three sons (left to a iia Yt < > "i . 
right): Paul, Phillip, and Peter. i c _ = 
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Typing Awards at your finger tips 


4 

: BY FLORENCE ELAINE ULRICH, Director, 

ID YOU EARN any of the Junior Membership in the Order 
) shorthand and typing awards of Artistic Typists—earned by pass- 


we told you about last month? Have 
you enjoyed your practice for skill 
in typing during the past few 
weeks? We hope you have, because 
there is a fine array of awards wait- 
ing to be earned in typing, and you 
will want to be in the proper spirit 
to win them! 


YOUR FIRST TYPING CERTIFICATE (the 
first of the Typing Accomplish- 
ment Certificates) is available to 
you when you can type for five min- 
utes at 30 net words a minute with 
not more than 2 errors. Not too diffi- 
cult, is it? 

Here are the other typing goals 
for you to set up: 


30-word Progress Certificate for 
typing at 30 net words a minute on 
a 10-minute test. (You may practice 
the test for this award, but you 
may not practice the test for the 
minute award mentioned. ) 





ing the arrangement test, page 43. 
40-word Typing Accomplishment 
Certificate on a 5-minute speed test 
40-word Competent Typist Cer- 
tificate on the 10-minute speed test 
Senior Membership in the Order 
of Artistic Typists—earned by pass- 
ing the arrangement tests, page 43. 
50-word Typing Accomplishment 
Certificate (5-minute speed test) 
50-word Competent Typist Cer- 
tificate and/or pin on a 10-minute 
speed test 
60-word Typing Accomplishment 
Certificate (5-minute speed test) 
60-word Competent Typist Cer- 
tificate and/or pin on a 10-minute 
speed test 
70-word Typing Accomplishment 
Certificate (5-minute speed test) 
70-word Competent Typist Cer- 
tificate and/or pin on a 10-minute 
speed test 
80-word Typing Accomplishment 
Certificate (5-minute speed test) 
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Gregg Awards Department 


80-word Competent Typist Cer- 
tificate and/or pin on a 10-minute 
speed test 

\ vocationally trained typist 
should have a speed of not less 
than 50 words on the 10-minute test 
or 60 words on the 5-minute test. 
If you can type at a higher speed, 
your chances for a more interest- 
ing position will be better. So set 
up the goals and mark them off 
as you reach them one by one. You 
will have fun along the way, and 
you will be proud to display your 
“trophies” as they are earned from 
month to month, 

After you have developed suffi- 
cient skill in shorthand and typing, 
you must weld the two together 
into transcription skill. It is tran- 
scribing ability that makes you a 
proficient secretary or reporter. 
You develop the co-ordination nec- 
essary to transcribe your shorthand 
notes into typewritten words 
through practice—and plenty of it. 

If you have a typing speed of 60 
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words a minute and a shorthand 
speed of 120 words, you should be 
able to transcribe a 120-word speed 
test on the typewriter at not less 
And that 


program of 


than 30 words a minute. 
skill 


awards! We 


leads to a new 


will tell you about 
these transcription awards in fan- 
uary, Next month there is the big 
International OGA Contest to an- 
fountain 


pens and get ready for this event! 


nounce. So fill up your 


\Nnp Now here's a tip for you be- 
fore you start the November Junior 
OAT test, to help you place this 
copy attractively on a half sheet, 
as specified in the instructions: 


|. Estimate the number of words 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns: you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


in the copy. If you use single spac- 
ing, add 10 for each paragraph, to 
allow for the blank space between 
the paragraphs, 

2. Determine what length of line 
you will use, to give your copy good 
balance. 

3. Determine the number of lines 
that the copy will fill—divide the 
number of words by the number 
you will get on an average line. 

$. Determine the line on which 
to start typing. The usual center- 
ing method: 66 (lines on the pa- 
per) less the number of lines (in- 
cluding the blank ones) you will 

the remainder then divided 
2. gives you the number of the 
line on which to start vour copy. 


use, 


by 





To hely you speed up the steps 
here is a practical table: 


Double Space PICA Single Space 
Up to 100 10 (7) | p to 200 
1Ol - 175 50 (9 201 - 350 
176 250 60 (11) 351 - 475 
ELITE 
Up to 125 50 (9 Up to 250 
126 - 200 60 (11 251 - 450 
201 - 300 70 (13 151 - 600 


Say that you have a pica ma- 
chine. You want to type 152 words 
using double space. For 152 words. 
the table says, use a 50-space line. 
on which you will average 9 words 
a line. The copy will take 152+ 9 


17 lines. In double spacing, there 


would be 16 blank lines; so, you 
need 33 lines. Now, 66—33—33--2 
162. You start on line 16. 
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ty 
Deer Company Representatives: 


Realizing very well that one of your major gtumbling blocks 


sales effort ‘tw getting. past secretaries, wejaze-makina—some 
we ' will help you overcome that hurdle. 


4 


pF You will note that it describes 
the ingredients, a successful secretary--something in which ev- 


ery setretary ig, of course, interested. I am confident that any 
secretary, will e herself hight» on the qualities mentioned» tn 


») 
f rv) » 

This is our idea: we will provide you with a quantity 
of cards on which thes wobees is set up as though it were the 
recipe for a pie or a cake aor anything else that a girl would cook. 
Then, when you walk into an office, you smile at the secre- /; 
tary ami say, "I picked this up just the other day, and, because it 
reminded me of you; I brought it along for you to have.” 


a 


We Yuck gure A ute Xe dirham thie — 
t deny secretary, can résist the compli- 
ment Tiraty net tle bit aap esnoecers will treat you more 
cordially and perhaps make it possible for you to reach some of 
those hard-to-reses customers who hide behind their secretaries. 


Plea let me have your reaction to this plan and, if you 
think of it, some indication of the number of cards you 


would like us to send you. I1 phot}? OO Erve—jerrreactions 


not later than December 1 in grder NE Zot, anes ee 
if you want them, by the first of the\gear. 
Rave phe eres 


eERNEST TERWILLAGHER 


hill pd Xs Kean faim gre 


i a | pappy Thanskgiving to you, your families, and your friends? 
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OAT 
SENIOR 


Senior candidates must 

submit this month’s complete produc- 
tion project—the corrected Sales 
Bulletin No. 44, from Ernest Terwill- 
agher, Sales Promotion Manager 
(rough draft alongside) and the “re- 
cipe” (below) that is to 

accompany it. 


Plain paper may be used for both 

parts of the project—memo paper for 
the rough draft, if you prefer. 

Include Bulletin number and manager's 
name and title. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 


for each OGA, OAT, or 50-word 





CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
¢* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. « Nevem- 
ber copy is good as membership tests 
for OAT, CT (page 44), and OGA 


awards until December 20, 1954. 








OAT 
JUNIOR 


Pype this “recipe” on a half 

sheet of paper as if fora 6x 4 card 
to be enclosed with the 

Senior test Bulletin. 

Your specimen must be (1) neat 
and clear, and well placed, 

(2) without strikeovers o1 
typographical errors, (3) with 
uniform margins, 

(4) double spac ed between 
single-spaced groups, and (5) cor- 


rectly spelled and punctuated. 


It may be retyped as often 
as you wish. Then send us the best 
specimen that you type. 
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COMPETENT 





TYPIST 


TEST 





To compute speed, note the number indicated at the end of the last 


speed, divide total by number of minutes; 


ine you copied completely and add 1 for each additional 5 strokes typed. To get gross 
or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





Words 


If I could live my life over again, I 
think I would study every day the di- 
vine lesson of tact. One may be clever 
in many ways, and his efficiency in cer- 
tain lines may be of the highest. He 
may have plenty of courage and bound- 
less imagination, with worlds of cheer- 
ful hope, energy, and zeal. One may be 
honest; he may be truthful, and he may 
have keen perception and deep sym- 
pathy. But, if one lacks the greatest of 
all the arts—the art of tact—then he 
does not possess the most important 
one of all the requisites for success in 
social and business life. Yes, that is 
how important tact is. 

Some persons are born with tact; but 
with most of us it is a virtue acquired 
out of many mistakes such as saying or 
doing the wrong thing, or saying or do- 
ing the right thing at the wrong time. 
It seems to me that tact is not illus- 
trated so much by what it conceals as 
by what it expresses in a proper way. 
The taciturn person rarely has it, and 
the talkative never has it. Tact does not 
consist of the expression of much or of 
little; it is the result of such mental un- 
derstanding as is not given to the av- 
erage man or woman, but only to the 
gifted few. It does not consist merely 
in speaking or acting in a way unlike- 
ly to offend or disturb, as many of the 
prudent seem to think or seem to fol- 
low as a policy. 

Nor shall one honestly win a name 
for his tact by being meek and mild in 
the manner so dear to the type of mind 
that is itself too weak or too meek to 
face the world and its opinions. One 
must remember that tact is not nega- 
tive; it is positive. It has no earmarks 
of sweetness and light, and it does not 


8 


Words 


belong to the person who is just an 
empty personality. Those men and 
women who avoid giving opinions or 
advice are not necessarily to be classed 
among the tactful, for tact does not 
evade the issue; it meets and answers 
it. 

Young people should know that, in 
any kind ot gathering, the best sign of 
tact is patient attention and considera- 
tion; but these must not be of the fawn- 
ing or the flattering sort. Simple cour- 
tesy—ah, if we could just remember 
and if we could just practice courtesy 
to all, to the employer and to each fel- 
low worker and to all others with whom 
we come into contact! 

The young person ought to be both 
receptive and responsive. He should 
never let a remark that is well meant 
pass without some sort of reply. He 
should not be too easily hurt, too quick- 
ly wounded in what he fancies to be his 
dignity, nor too quick to rush in with 
some kind of caustic or violent thrust 
in return. What he must do is to think 
through the situation and ponder his 
reply. The person who is sensitive too 
often feels that a remark meant to be 
casual is insolent or arrogant, and that 
he must, if he would gain the art of tact, 
learn how to brush away an uncertain 
comment with a pleasantry of some 
kind that will smooth the conversation 
trail without making it slippery. 

It is only by tact that one may show 
his facility in dealing with men and 
emergencies; and the more that one 
studies tact, tries to acquire it, seeks to 
practice it, the greater will be his suc- 
cesses and the fewer by far will be his 
regrets. 


99 
cv 


431 
438 
443 
450 


457 


603 
611 
619 
627 
629 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from an epistle by Bailey Millard in Letters from Famous People (Gregg: 1925) 
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The P ' helou s fhe same as the C7 Test across the page and it ts provided Ui fhat you can test and compare your speeds of fyping fron print and 
from shorthand. Comput your rate on this word-counted materia n th same way you do when typing th 
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ead shorthand? You can probably speed through this page, which is based on Chapter 
‘standard” words ea 
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Religious Terms in GREGG SIMPLIFIED 


abbey i 
absolution £ 
TF, 


Adventist J ), 
advocate “6 
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THE CASE OF THE ROOM 20 CLIQUE 


(Continued from page 10) 





Mr. BRONSON AGREED with Sally that 
teamwork is desirable when a 
group of people work together. But 
the group remains a team only so 
long as they work together in the 
interests of the company. When they 
begin to put the personal interests 
of the group above company in- 
terests, they become a clique. And 
this is what had happened to Sally 
and her friends. Certainly it was 
not in the interests of the company 
that three new girls had been cold- 
shouldered out of Room 20. 

“Sally.” Mr. Bronson continued, 
“if your group is to be a company 
team, they should make every effort 
to help new girls feel at home. They 
should show these girls all they can 
about the work, try to draw them 
into conversation during daily cof- 
fee breaks, include them in lunch- 
eon invitations, and generally try to 
make newcomers feel they're lucky 
to be assigned to Room 20. 

“Your group is labeled as a clique 
of snobs who don't want to take 
anyone else into their own little 
circle.” 

It is often difficulty Mr. Bronson 
then explained, to analyze how 
cliques get started. Sometimes they 
are started accidentally. Certain 
workers, for example, may discover 
that they all attended the same 
school. Then and there, they may 
form a “little club” and admit to 
their circle only other alumni. Still 
other cliques may be formed geo- 
graphically. All those from one sec- 
tion of town get together and 
those from other localities are never 
included in their plans. 

Some cliques are formed because 
management has not done a suffi- 
ciently good job of indoctrinating 
new employees; or, it may be that 
the “top brass” looks on a certain 
department as being unimpertant, 
relatively speaking. 


AS SALLY AND MR. BRONSON dis- 
cussed the clique problem in Room 
20, it began to seem as though 
her particular clique might have 
started because the girls were cut 
off from the rest of the office. Man- 
agement didn’t look on them as 
“necessary but unimportant,” as 
sometimes happens in such cases, 
but they had been ignored. Work 
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from the department had flowed so 
smoothly and efficiently that the 
girls in Room 20 had received little 
attention until their problem with 
new personnel brought them into 
the limelight under rather unfavor- 
able conditions. 

Sally felt that if they had re- 
ceived more attention when things 
were going well, perhaps her group 
might have had a keener interest in 
helping new girls adjust to the de- 
partment. 

Mr. Bronson was sympathetic to 
this viewpoint. However, he told 
Sally that he believed management 
knew more about what went on in 
Room 20 than the girls realized. He 
was sure their .efficiency had been 
appreciated; but, he added, “You 
may not be able to do anything 
about influencing or changing man- 
agement’s point of view, yet you 
can do something — individually 
about avoiding cliques.” 

Sally left Mr. Bronson’s office de- 
termined to convert her clique into 
a team. She knew the other girls in 
Room 20 would co-operate—would 
take Mr. Bronson’s suggestions. 


IF YOU HAVE A PROBLEM similar to 
Sally's, here are some of his sugges- 
tions to her that may help you: 

1. Get acquainted with more peo- 
ple in your company. Try to have 
lunch with different groups during 
the week rather than the same 
group all the time. 

2. Go out of your way to wel- 
come newcomers to the department. 
In turn, use this opportunity to in- 
troduce the newcomer to others 
around you. This will widen your 
own acquaintanceship. 

3. Try to get a picture of your 
work activity in relation to your 
whole company activity. Each per- 
son contributes a great deal to the 
over-all picture. 

4. Learn to know some of the 
“top brass.” You may first get ac- 
quainted with them through pic- 
tures in company bulletins or 
notices in your company magazine. 
Then, whenever you have occasion, 
try to address each by name. 

5. Read good books on business 
psychology that will help to broad- 
en your understanding of working 
with people. 
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6. You will have better promo- 
tional opportunities if you are out- 
side a clique than if you are in one, 
This may seem to be a selfish mo- 
tive but Laird & Laird in their book, 
“Practical Business Psychology,” put 
it aptly when they say, “Promotions 
are seldom made knowingly from 
within a clique, tor the promotion 
of a member of one clique decreases 
the co-operation of those in other 
cliques. (They fear he may show 
favoritism to his old group.) The 
man who can stand alone without 
wobbling is better promotional ma- 
terial. He is more likely . . . to han- 
dle responsipility with more im- 
partiality.” 


\WHEN STANDING “ALONE you Cal 
still be a member of the team and 
possess all the desirable traits that 
help to produce the group spirit 
that contributes to company inter- 
est. 
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OFFICE SHOPPING CENTER 





ERM-FREE PHONES. A single wip- 
. ing with a tel-O-cide pad sanitizes 
and deodorizes your telephone in  sec- 
onds. The pads are disposable cloth wa- 
fers impregnated with an active germi- 


cide that’s harmless to human_ beings. 





Moisture from pad dries instantly, and a 
hygienic phone is ready for service. Sin- 
gle jar of 100 tel-O-cide pads is just 
$1.39; a dozen, $15. Order from General 
Scientific Equipment Co., Dept. TS-100, 
27th and Huntingdon Streets, Philadel- 


phia 32. 


Santa Stamper. This colorful ceramic 
Santa Claus adds a gay, holiday touch to 
your correspondenc ec as well as your desk. 
He sits on a rubber-stamp base that prints 
“Season's Greetings” on letters, invoices, 
envelopes, etc. Hand decorated in bright 
red, black, and white; 3% inches high. 
Just $2.00, postpaid, from Greenland Stu- 
dios, Dept. TS-7, 5858 Forbes Street, 
Pittsburgh 17. 





SEASON'S 


ee GREETINGS 


Beautiful But Efficient. Here's a one- 
unit pencil sharpener and Scotch Tape 
dispenser handsome enough to decorate 
a desk on a Hollywood set. It comes 
packed with a roll of Scotch tape, and 


~~ 
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the imported sharpening unit will sharp- 
en both regular and crayon-size pencils. 
(A welcome gift for the artists on your 
list!) It is covered with genuine gold- 
tooled leather in brown, wine, or green. 
Top and base are gold-finished, too. Gift- 
boxed for easy giving. Only $5.95, from 
Amy Abbott, Inc., Dept. TS-40, 344 West 
52 Street, New York 19. This gift will be 
especially appreciated in the home. 








Words 


Key to teasers on page 28 


ONE RIGHT: ONE WRONG 


l. harass; 2. commitment; 3. super- 
sede; 4. criticize; 5. disappear; 6. an- 
cient; 7. millionaire; 8. all right; 9. 


noticeable; 10. carefulness. 


OUT OF BALANCE 


1. I saw neither the messenger nor his 
car. 2. We expect our employees to be 
not only courteous but helpful. 3. Often 
telephoning is more satisfactory than 
writing. 4. I need both more time and 
more money. 5. It would be better to re- 
turn the imperfect goods than to try to 
repair them. 6. Our competitor carries 
radios of better quality and higher price. 
7. The duties of a receptionist in a small 
office are: (a) to receive callers, (b) to 
operate the switchboard, (c) to handle 
telegrams. 8. The articles in this maga- 
zine are interesting and very practical. 
9. ... for a salesman who has proved 
his ability and who has original ideas. 
10. You may either use this book or 
buy 


WHAT'S THE DIFFERENCE? 


1. None. Cheque is the British spelling. 
2. A mortgagor is the one who gives a 
mortgage; a mortgagee is one to whom 
property is mortgaged. 3. A_ straight 
jacket is a jacket that hangs in straight 
lines; a strait jacket is a device for re- 
straining a violent person. 4. Callus is the 
noun; callous, the adjective. 5. Confidant 
is the masculine; confidante, the feminine 
form. 6. To dispense is to distribute; to 
dispense with is to do without. 7. Won't 
is the contraction for will not; wont means 
habit. 8. Pique is resentment; piqué is a 
corded cotton fabric. 9. A post card is a 
private mailing card; a postal card is 
printed by the Government and bears a 
printed stamp. 10. Biannual means oc- 
curring twice a year; biennial, once every 
two years. 


WANTED: ADJECTIVES! 


l. accurate; 2. democratic; 3. efficient; 
4. equal; 5. fraudulent; 6. friendly; 7. 
governmental; 8. prosperous, Y. regular; 
10. ridiculous. 


THE VERB AFTER “ONE” 


l. is; 2. have; 3. is; 4. was; 5. do; 
6. is; 7. are; 8. is; 9. look; 10. are. 
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——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 


patented collating feature 


insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 











You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
every machine known to the 
market. 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write on your letter- 
head to HOME OFFICE... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 
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Could You Get the Job? 


Solving this brain-teaser 
is trickier than you might think! 


BY HELEN WATERMAN 


N EMPLOYER, unable to choose between three 
secretarial applicants. devised a test to help him 
in making his decision. 

He told them he would place a hat on each girl's 
head, and that each hat would be either red or green. 
No girl could see her own hat, but each could see the 
other two. If any girl saw at least one red hat, she was 
to sit down. Whoever first could figure out the color 
of her own hat, and explain her reasoning, might 
come into his private office and win the job. 

All three girls sat down. In a few minutes, one went 
in; and she gave the man the proper auswer. 

What did she tell her new employer? 


Answer. “My hat is red—we all have red hats.” Here 
was her reasoning: 

“L saw two red hats, so I sat down. So did both of 
the other girls. If my hat had been green, one of the 
others would have known at once that her hat must 
be red, as otherwise-the third girl would have seen 
two green hats and would not have sat down. 

“Since no one came to that immediate conclusion, 
it is obvious that all our hats must be the same.” 





a friend monopolizing 


our copy of 
y . "yTODAY'S SECRETARY |. 


Here’s your chance to gift her with a sub- 
scription of her very own—and to save 
money in the processes 


special Holiday rates 


One-year subscriptions (reg. $3). ............ 
{your own or one gift) 

Two-year subscriptions (reg. $5) ; 
(or two one-year subscriptions) 
Three or more one-year subscriptions, each 
Three or more two-year subscriptions, each............ 4.00 
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Add 25c per subscription for Canadian or Foreign postage. 


A Christmas gift card will announce each gift. 
You have until January 31, 1955 to pay. 
Send your orders now. 
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TESSIE MEETS AMERICA’S 
FAVORITE BOSS 


(Continued from page 17) 








act like him: so. ‘Don’t make Sands so tough.’ I guess 
he means when I vell, “MISS McNAMARAY! The kids 
in my neighborhood love to hear me roar, “MISS Me- 
NAMARA?” 

| asked Mr. Porter if he thinks real-life bosses give 
their secretaries as much authority as Peter Sands gives 
Susie—or “take” as much from them. He said, “No... 
but their daily lives aren’t nearly so interesting!” 

We then asked if he really thinks Ann Scthern 
dresses like a typical secretary. Topay’s SECRETARY 
reported in June that all Susie’s clothes are specially 
made for Miss Sothern by a designer; but it seems that, 
while some are, Ann often picks up outfits in popular 
department stores when she thinks theyre “right” for 
Susie. And Don Porter said, “Invariably, when I tell 
Ann she looks unusually well in an outfit, it turns out 
to be a little $17.95 number! I guess my taste is simple.” 

He said the movie set is so hot (“No—no air condi- 
tioning—I wish there were!” ) that he works without a 
coat until they're ready to shoot a scene. (Gentlemen: 
He’s found lightweight wools are best for holding a 
press. ) 

He let us in on a small secret, too. It seems he, like 
other bosses (and other people), doesn’t know quite 
what to do with his hands when he’s dictating to Susie. 
So, he holds a baton. “We've never told the audience,” 
he said, “but I pretend the baton is a gift to Peter 
Sands from a conductor he once represented, and | 
just keep it on the desk.” 


ONE OF THE MEN IN OUR OFFICE, Charles Zoubek, who's 
a Certified Shorthand Reporter, came in just then; he 
asked Don Porter if he really thinks any secretary could 
take down what Peter Sands says when he dictates. It 
seems he dictates so fast even our court reporter has 
to stretch -to get it all down! Mr. Porter explained that 
this is dramatic license—the “business” part of the show 
is sometimes dull, so it must be brightened and paced 
for dramatic effect. 

Most of the girls in the office were amused to learn 
that Susie’s lunchtime squabbles are one of the gim- 
micks Ann Sothern uses to portray an average secre- 
tary. On the nice side is the way Miss Sothern solves 
office problems, the attractive clothes she wears, the 
way she answers a phone, and even the way she wears 
and nibbles her glasses. 


Mr. PORTER FINALLY had to end his interview (he had 
a date with Mrs. Porter). And when the people in the 
office discussed him with me later, we all agreed that 
Don Porter’s charm is more than skin deep. He has a 
warm interest in people and the world around him. 
So, while we all agree his portrayal of Peter Sands is 
excellent—and we like that suave sophistocate—we 
like Don Porter even better. 
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S~_ LOW 
cost 


Lhe 
COPY- 
HOLDER 







@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient 
typing. 

Designed so it will hold even a heavy 
book without tipping. Made of heavy gauge 
steel with soft grey finish. Size, 7” wide, 
94” high, 5” base. So low in cost... you 


can afford one for every typist. 


ORDER NOW by mail if not available 
from your stationer. 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street + Chicago 5, illinois 





TESSIE ASK EXPERTS 


(Continued from page 8) 















GO PLACES with Waldon RoSeits Enananp 





Ancient Rome produced 
the finest in art. Make 
your typing—and your 
erasing—tfine arts, too. 
Do as the Romans do 
—as eraser users do the 
world over. Use all- 
quality Weldon Rob- 
erts Erasers to Correct 
Mistakes In Any Lan- 
guage. Styles and sizes 
at your dealer's for your 
exact requirements. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 

World’s Foremost Eraser Specialists 
3900 TRI-PLY WHISK. Typists’ 
favorite. Weldon Roberts Eraser No. 
399 with brush. Center ply soft gray 
ink eraser. Two outer layers red rub- 
ber for erasing pencil. 








Eran 


Correct Mistakes in Any Language 





Despite the fact that the average high 
school graduate might be able to get a 
job today, the more education one has, 
the bigger dividends it pays in a richer life, 
better job performance, and, of course, a 
bigger pay check. If one can afford the 
time and money necessary to go to a 
good business school, he should by all 
means do so. For it will give him one 
more year in which to develop more poise 
and more confidence for future work. 





Mrs. 


to verify the answer to a multiplication 


@ TEssiE: Kline, is there a way 
problem without multiplying the same 
problem over and over? The reader who 
asks this question admits she is very weak 
in business arithmetic; and though she 
knows the trick of dividing to check 
multiplication, she feels her division is 
no better than her multiplication. 

KLINE (business arithmetic): There are 
many ways to check multiplication. Since 
this reader insists she is nonmathematical, 
let’s try one very simple verification, 
which I call “Summing the Digits.” 

Let’s take the following problem: Mul- 
tiply 345 by 26 and verify the result. 

Example 
Multiplicand 
345....3+445-—12 


Multiplier 
26....24+6=8 
2070 
6 Check 1 
690 
Product 
8970....8+94+7+0—24 244-6 
Check 2 
Rule (1) Sum the digits in the mul- 
tiplicand until the sum is less than 10. 
(2) Sum the digits in the multiplier un- 
til the sum is less than 10. (3) Multiply 
these two results and sum again until the 
sum is less than 10. This is check 1. (4) 
Sum the digits in the product until the 
sum is less than 10. This is Check 2. (5) 
If Checks 1 and 2 are equal, the answer 
is most probably correct. 





Though this is the easiest method of 
checking multiplication, it is not infalli- 
ble. For, if in writing a number the digits 
are reversed (i.e., if in multiplying you 
write 43 when you mean 34), this check 
will not detect the error. If this reader 
turns out to be a “digit reverser,” Tessie, 
let me know, and I'll draw another multi- 
plication check from my bag of short cuts. 
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For Successful Secretaries 





—and those “‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want. 


Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con 
ceivable office question. Helps you 
develop your judgment and self-re 
liance in handling independently 
any job assigned to you 


Complete 
Secretary's Handbook 


by Lillian Doris and Besse May Miller 


‘ 
‘ 


Examine 10 days free! See for yourself how this Handbook 


can help you win greater confidence from your employer 


greater prestige from your associates 


put you in line for 


promotion and bigger pay. Check up on helpful points like 
these 


Prove to 
ful boo 
below t« 


How to set up a ‘‘foolproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write letters without dictation 

to attend to social obligations 

How to keep track of employer's financial aftairs 
How to maintain friendly client relations 

How to select your office wardrobe 

How to handie your job and yourself with 
polish and poise 

How to avoid neediess overtime work 


@ eeeseesee 
z 
° 
= 


**the most use 


your own satisfaction that this i 
uct secretary can own’'! Send 


a uccessft 





4 coupon 
i your copy for 10 day free trial 


You get 158-parve HANDBOOK OF BUSI 
NESS MATHEMATICS as a gift. Show you 
short-cut in arithmetic easy Ways to do 
ccuré 


s figuring Mail coupon below 
PRENTICE-HALL, INC., Dept. M-TS-1154 
Englewood Cliffs, New Jersey 
Send me the ‘‘Complete Secretar Handbook’’ for 
Free Examinatior After 10 days I will either remit 
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PASSPORT TO PALACES 


(Continued from page 15) 





busy. But Mrs. Roosevelt is the essence of considera- 
tion. | am never expected to work very long hours. 
Actually, with Mrs. Roosevelt it’s hard to tell where 
work ends and ‘play’ begins. She has a way of giving 
a glow to any activity—whether it’s dictation or sight- 
seeing.” 

Despite the fact that Maureen travels extensively 
on her job, she does not always find herself in strange, 
exotic lands. There are 9:00 to 5:00 days in New York. 
But even these have a distinctive flavor. 

For instance, there's her office itself, located in Mrs. 
Roosevelt's charming East Side Manhattan duplex. It’s 
a bright, sunny room that overlooks a garden. It also 
doubles as a guest room, and Maureen says she’s 
afraid she'll arrive too early for work some fine morning 
and run into an overnight guest still done up in robe 
and curlers! 

But the office is a homey room with a fireplace and 
easy chair. The walls are covered with photos of the 
late President Roosevelt and such dignitaries as Prime 
Minister Churchill, Madame Pandit, Madame Chiang 
Kai-shek, and, of course, photos of the Roosevelt fam- 
ily and friends. Mrs. Roosevelt’s desk is right next to 
Maureen's, an efficient arrangement. 


THE DAY USUALLY BEGINS with a dictation session— 
work on the columns and correspondence. Maureen 
and her boss try to get as much out of the way early as 
possible because Mrs. Roosevelt usually goes to the 
AAUN office to work there for several hours. That’s 
the American Association for the United Nations 
which is devoted to giving out information about the 
UN. 

Before the dictation has gone very far, Mrs. Roose- 
velt’s two Scotties return from their walk and are sure 
to come bolting in, demanding attention. “They're such 
fun,” Maureen says. “But sometimes, right in the mid- 
dle of the most serious dictation, when I look up and 
see those two dogs scrambling around and making the 
silliest faces, it’s most distracting! Yet, they're so cute, 
that you can't help loving them. One is Tamas—he’s 
the grandson of Fala—and the other is Mr. Duffy.” 

When Mrs. Roosevelt leaves the house, the dogs go 
off in the car with her. They travel around all day, 
staying with William, the chauffeur, while she’s in 
office buildings or other spots where dogs aren’t wel- 
come. “The dogs love it. They'd raise a terrible fuss if 
she left them at home!” Maureen explained. 


ALMOST ALL OF MRS. ROOSEVELTS LETTERS are written 
in the personal, rather than the business, form. And 
they are seldom retyped if Mrs. Roosevelt scribbles in 
an extra word or phrase as an afterthought. The rea- 
son? “The recipient would rather have it that way— 
more personal!” Maureen explained. 

Mail pours in at the rate of about fifty letters a day. 
Some come as the result of Mrs. Roosevelt's news- 


paper column, others through her McCall's magazine 
feature. Frequently these letters are requests for help 
or advice. They often begin, “Mrs. Roosevelt, would 
you advise my son to go into politics?” Or, “Should 
my daughter take up nursing?” And, “Is there any way 
aman of my husband’s age can get a job?” 

“People seem to think Mrs. Roosevelt is mother of 
the universe,” Maureen declared. 

Of course, there are also many letters from religious 
organizations, charities, and others who want Mrs. 
Roosevelt to help in their fund-raising campaigns, as 
well as numerous requests for Mrs. Roosevelt to lec- 
ture. Other letters, of course, are strictly business— 
correspondence with publishers, newspapers, ete.— 
but there are also many, many social notes from Mrs. 
Roosevelt's host of friends all over the world. 


TRANSCRIBING DICTATION Or answering letters herself 
arent the only activities that keep Maureen Corr 
busy during the day (although, at the rate Mrs. Roose- 
velt dictates, she could obviously keep ten people 
busy at this alone). There are also personal contacts 
and arrangements to be made for Mrs. Roosevelt, 
such as handling of theatre tickets, hairdressing ap- 
pointments, and telephone calls to family and friends. 

“There’s one thing I don’t do, though,” Maureen 
volunteered, “and that is bookkeeping. Mrs. Roose- 
velt does all that herself. Her husband taught her.” 

Maureen went on to explain some of the timesavers 
she and her boss have devised. “Well, for one thing,” 
Maureen pointed out, “I save time by having my desk 
close to Mrs. Roosevelt’s. And, because were a bit 
crowded for space, I keep everything close by—within 
arm’s reach. In fact, I'm so hemmed in that I don't 
have much opportunity to jump up and down, to make 
unnecessary trips that waste a lot of time.” 

We were particularly interested in Maureen’s mail- 
answering short cuts. “As I open the mail, I read each 
letter and jot down short notes on what needs to be 
said in the reply. This saves rereading the letters later 
when I am ready to answer them. And finally,” Maur- 
een concluded, “I do first things first.” 

4 
PERHAPS Ir COULD almost have been predicted — 
Maureen Corr’s present job—when she was in secre- 
tarial school. For then she was commended for writing 
a graduation theme called, “Women’s Duties in the 
World”—a topic that sounds as if it could have come 
straight from Mrs. Roosevelt's own pen. 

Betore her present position, Maureen had a variety 
of secretarial experiences in such fields as medicine, 
real estate, and banking. In addition, she found time 
to study for a college degree at night, being graduated 
from Hunter after eight years’ work. 

She was eminently qualified, but we wondered just 
how Maureen happened to come into her present fabu- 
lous job. 
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“Through an employment agency,” she responded 


Have the Facts 
At Your 
Fingertips! 


simply. “But little did I dream that morning when I 
started out to look for a new job that I would become 
Mrs. Roosevelt's private secretary. You see, I was inter- 
viewed by Miss Malvina Thompson for a job as her 
assistant. Miss Thompson had been with Mrs. Roose- 








velt as her friend and private secretary for nearly 


Wade Chemical t¥ Inc 







thirty vears. When she passed away some time ago, I . 
assumed her duties. ate 
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she likes best about her job. 








After a few moments’ thought she replied, “The 
opportunity to visit foreign peoples and to see the 


faith they have in us in America. This was pointed MAKE MONEY WRITING 
up very strongly when I was in Yugoslavia. My type- 

writer had broken, and I was struggling along on a ? 
Yugoslavian typewriter with Yugoslavian characters. "9 short paragraphs: 
In one small village we met a man who had been a 


Ford exchange student. He had studied mechanics at 
the Ford plant in Detroit and knew enough about 
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chitis that had kept her bedridden for eight long years, coordinate system control. a >| 
it was thought at the time that she wouldn't live. “But ) 
ever since I came to this country,” Maureen glowingly At your office supply dealer or 
related, “I’ve been all right.” GEORGE B. GRAFF 
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You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on short 
paragraphs. I tell you what to write, where and how to 


American methods to fix my typewriter. When I sell; and supply big list of editors who buy from begin- 
wanted to pay him, he shook his head and smiled. To ners. Lots of small checks in a hurry bring cash that adds 
show his friendship, he said, was the least he could do up quickly. No tedious study. Write to sell, right away. . 
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gerines and other Florida 
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in return for what the people of the U. S. had done for 
his country. Incidents like that make me especially 
proud that I’m an American, too!” 
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ARE YOU ANNOYING? 


(Continued from page 19) 





Actually, the 
person who lets you know about your faults is a 


offending people without knowing it. 


friend to be cherished. Even if he doesn’t tell you 
in the most tactful manner, he is still doing you the 
best possible service. 

Once you have what you think is a fair estimate of 
the undesirable qualities you need to work on, don’t 
delay. The time to start working on them is not “later” 
or “soon,” but right away. How you work on them 
doesn't much matter so long as you are consistent and 
so long as you check up on yourself regularly. A once- 
a-day checkup is best, and some kind of record is prac- 
tically a necessity so that you can watch your progress. 

At the end of a week, make an over-all evaluation 
of yourself based on your daily reports. Resolve to 
work harder on any item that isn’t progressing satis- 
factorily. At the end of about three weeks or more 
feel that 
, get a re-evaluation from the same people 
or the same group who first rated you. Ask them to put 


(when you sure you have made definite 


progress 


down whether or not you have improved. 

After you have shown satisfactory performance on 
any one trait for two evaluations in a row, you can 
safely drop that trait from your list. The easiest to 
correct should go first, until gradually you are left 
with the one or two that are the big problems for 
you. Keep asking your friends and family to rate you. 
But when they start adding an undesirable trait such 
as “Always bothering people for a personality rating,” 
you know it’s time to stop! 

Unfortunately, personality development is not a one- 
shot proposition. Even if you have crossed off all the 
items on your improvement list, don’t throw these 
personality rating sheets away. You can't just sit back 
and say, “Now I have this problem licked,” and then 
forget about it forever. Put your personality rating 
sheets where you are likely to come across them again 
in six months’ or a year’s time. If your aim is constant 
improvement, keep checking up on yourself at regular 
intervals. 

Remember that anyone can have a top-notch per- 
sonality—the kind that makes you admired and sought 
after. It all depends on you. But, like most worth-while 
things in life, it does require some honest effort. (It 
even takes effort—though not so honest—to be a bank 
robber! ) Every day you spend your energy on a thou- 
sand different things, some of them worth while, some 
not so worth while. Couldn’t you use a little of this 
energy where it will do the most good? Once you get 
the habit, it is really easy to concentrate on your 
personality—to go out of your way to be pleasant to 
others. If you like a bargain, this is it. Where else, for 
so little effort, can you get the tremendous satisfaction 
that goes with a warm and winning personality? 


[Parts of this article were based on material in How to 
Improve Your Personality, by Roy Newton and F. G. Nichols, 
published by the McGraw-Hill Book Company.] 
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(Continued from page 27) 
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SLURETARIES” SUCCESS STORIES -NO. 9 


The Case 
of the 


Amsprsy 
Banker 


Mr. Jones, the new trust officer, 
frowned at his secretary. 

*“‘Miss Roberts,’ he said, “your 
letters would not make a very good 
impression on our customers. Look at 
this—fuzzy characters, smudgy carbon 
copies! Why?”’ 

“T think I could tell you, but I'd 
rather show you,” replied Miss 
Roberts. 

And show him she did, too, when 
she brought back the letters, beautifully 
re-typed. 

“All I did was to substitute an 
M & V typewriter ribbon and M & V 
carbon paper for the kind we've been 
getting from our stockroom,” she 
explained. 

“Good girl! Get the stockroom on 
the phone for me, please.”’ 


Tell your office supplier—or your 
purchasing department —that you’d 
like to try M & V carbon papers 
and typewriter ribbons. Or mail 
the coupon today for your free 
samples of M & V carbon paper. 
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MITTAG & VOLGER, INC. park rince, New Jersey 


Send me free sample sheets of M & V carbon paper. 
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